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FOREWORD

The Vocational Education Act of 1963 provides
opportunity for organization of many different programs
preparing persons for gainful employment. Administration
of the program is the responsibility of the Nevada State
Department of Education under approval of the State Plan

for Vocational Education by the State Board for Vocational
Education.

This manual has been prepared to assist lecal public
schools in organizing and conducting a broadened program
of vocational education of significant scope. This edition
is a revision of the manual published in May 1962.
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SECTION 1

ADMINISTRATION OF

VOCATIONAL-TECHNICAL EDUCATION




INTRODUCTION

The State Board for Vocational Education is recognized as the sole
authority on the State level to govern and administer the federal acts per-
taining to vocationai-technical education. Nothing contained in this manual
will negate the State Board's authority or any of the provisions contained in
the State Plan For Vocational Education, which serves as a contract between the
State Board and the Federal Government. The primary purpose of setting forth
procedures and policies pertaining te vocational-technical education herein 1is
_ to interpret and simplify such procedures and standards for the ready reference
of those working with such programs.

As the State Board is recognized as the responsible agency on the State
level, so the County Board of Education for the county school district or the
Board of Regents for the University of Nevada is recognized as the responsible
agency for the school districts and the University, respectively. Contracts
between the State Board and County Boards are made through a person deiegated
by each board for that purpose. The controlling purpose of vocational-technical
education is to fit for gainful employment. If this philosophy is to be real-
jzed, those engaged in teaching, supervising and directing the several fields of
vocational-technical education must be skilled in their fields and be able to
impart knowledge to others in an effective manner. If the vocational education
program is to be effective, it must be a part of the total educational program
in any public school system. It should be kept in mind that the program oper-
ates within a school system or a post-secondary institution and not in the
state or federal offices.

This guide is designed to assist public schools in planning, establishing,
conducting and evaluating programs of vocational education of high quality,
realistic in the light of actual or anticipated opportunities for gainful em-
ployment and fitted to the needs, interests and abilities of students to bene-
fit from such programs by acquiring the knowledge and skills necessary for entry
upon and success in employment. In addition to providing information relating
to programs designed to train students for gainful employment, the guide pro-
vides information in the Vocational Homemaking Education Section regarding pro-
grams for preparation of students to become efficient homemakers, also an
occupation of significant importance.

County bcards of education should realize that in expanding the public
school program, additional courses or curriculum offerings will necessarily add
to the maintenance costs of the school. This is why it is so impertant that
schools he large enough to offer a broader curriculum to meet the needs of the
students within the resources cf the area served. If the philosophy of voca-
tional education is to function effectively, qualified instructors and ade-
quate facilities must be provided. It is not believed that vocational courses
should be included at the expense of a sound program of elementary and high
school education. In our complex industrial society, vocational-technical
education must build upon the background of a sound academic program in order
to fulfill its goal of developing occupationally competent individuals., It
has long been recognized however that occupational preparation is an important
function of public education designed to serve the majority of students.
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If program planning is to be realistic, it must be based upon known
facts--facts regarding:
° The many types of vocational-technical education programs and the
legal purposes of each.

The actual employment opportunities existing ard reliably anticipated
to exist in the arca served by the school.

° The knowledge end skill students need to acquire in order to possess
the competency necessary to enter upon and succeed in employment.

Types and number of students needing the programs being planned who
have the interests, aptitudes and abilities necessary to benefit from
such programs in terms of becoming prepared for employment in the
occupation for which the program is designed.

° policies and procedures relating to making application to the Division
of Vocational-Technical and Adult Education, State Department of
Education, €or approval of programs.

° Necessary qualifications of teachers.
° inancing of programs.
° Jther information important to program pianning.

In our society, the public school is charged with the responsibility of
providing 2 ccmprehensive educational program available to all people. To have
a comprehensive program, the needs of individuals, the community and the occu-
national market must first be determined and then an educational program pro-
vided by tne school to meet the needs.

Vocational-technical education is not restricted to the preparation of
boys and girls in the public schools, but also extends to young people and to
adults in the applicable areas where vocational or technical education is
needed to enter upon ar prngress in gainful employment.




STATEMENT OF THE POLICY OF THE ST/TE BOARD
FOR VOCATIONAL EDUCATION IN REGARD TO PUBLIC INSTITUTIONS
OFFERING VOCATIONAL-TECHNICAL EDUCATION IN NEVADA

Vocational-technical education is specific preparation for employment in
occupations in all fields and levels other than the professional or those re-
quiring a baccalaureate degree.

It is the primary concern of this council that the youth and adults through-
out the State of Nevada will have ready access to vocational-technical education
" which is of high quality and which is suited to their needs, interests and
abilities.

We believe that any State-supported vocational-technical education program
shall conform to the following well-established standards and principles if it
is to provide efficient and effective training:

1. The State Board for Vocational Education is the administrative
authority for all vocational-technical education in the State of
Nevada. The State Plan for Vocational-Technical Education shall
be the instrument :hrough which vocational-technical education
programs are defined and structured.

2. Vocational-technical education shall provide adequate and timely
instruction in both preparatory and supplementary training which
will reflect occupationai trends, meet the changing needs of job
requirements and encourage effective citizenship.

3. There shall be an established need for the program.

4. The primary purpcse of the curriculum shali be to prepare students
for occupational entry or advancement.

5. The content of the curriculum shall be based on the skills and know-
ledge required in the occupations and will be developed and conducted
in consultation with persons actively engaged in the occupations.

6. The services of a professionally qualified vocational program direc-
tor shall be available to supervise and direct vocational-technical

programs.

7. The instructional staff shall be composed of persons who are occupa-
tionally and professionally competent as prescribed in the Nevada
Department of Education Vocational Teacher Certification Require-

ments.

8. The staff serving vocational-technical programs shall include com-
petent personnel responsible for and capable of insuring a sound pro-
gram of assistance to students in selection, enrollment, placement

and follow-up.

9. The staff, through proper coordination with industry, and in coopcra-
tion with the Nevada State Employment Service shall actively partici-
ate in the responsibility of placing vocational student graduates

for gainful employment.




10. Instructional facilities and equipment shall be comparable to those
acceptable in the occupation.

A11 public institutions offering vocational-technical courses which conform
to the foregoing standards and principles or present a firmed plan for the de-
velopment of a program that would confcrm are eligible to apply for available
vocational-technical education funds.

The task of planning, developing and carrying on the vocational-technical
program to prepare the nation's work force is a continuing responsibility and
challenge to the vocaticnal leadership of the nation. Today's world owes much
of its material progress and development to the highly skilled and knowledgeable
worker who was trained in the vocational programs of yesterday's world. Tomor-
row's world will be shaped in the image of the youth and adults that we educate
today in the high schools and area vocational-technical schools as well as the
colleges. At all times the aim shall be to meet fully our obligation to educate

for vocational, civic, and personal competence.
SUPPORTING STATEMENTS

1. A1l federal acts dealing with vocational education including the Smith-
Hughes Act of 1917, the George-Barden Acts of 1946, 1956, 1958, and the
Vocational Education Act of 1963, have stated that each state must have a
State Board for Vocational Education.

Federal regulations require that the State, through its legislative
authority, create such a board. In administering the vocational education
programs, the 0ffice of Education will deal only through the State Board
for Vocatioga] Education and its authorized representatives. (Sec. 5-a. 1,
p.L. 28-21C

In Nevada the state legislature has designated the State Board of Education
as the State Board “or Vocational Education. (NRS 387.050)

As a condition for the allotment of vocational funds, the State Board for
Vocaticnal Education is required to submit a state plan in an approvable
form and to cause amendments to be made whenever there are changes that it
deems advisable.

2. Supplementary training means training which is supplementary to the daily
employment of workers enrolled. It must increase his skill or knowledge and
improve his ability in the work he is doing. It keeps him abreast of tech-
nological and economic changes in his occupation and assists him to qualify
for advancement in his field of work.

Preparatory training means training designed to provide the skills and
knowledge essential to the successful entrance into an occupation.

3. A1l schools contemplating the establishment of vocational programs shall
verify occupational needs Tocally and statewide. The employment offices
will make available to the State Board for Vocational Education and Tocal
educational agencies occupational information regarding reasonable present
and future prospects of employment.




Additional available occupational survey information should be obtained
from the employment community such as labor, management, and industrial
development organizations. This shall be coordinated with information
available through the Nevada Department of Employment Security and other
state and federal agencies.

Flexibility and adaptability must be essential characteristics. In the
process of preparing the student for immediate employment, course content
must be:

a. Short and intensive, to meet specific but Timited needs for job
entrance or promotion.

b. Extensive, in terms of content and time, to meet the needs of begin-
ning or experienced workers for occupations demanding a high degree
of skill and technical knowledge.

c. Broad, in terms of technical content, with emphasis cn related subject
matter including communications, science, mathematics, drafting, occu-
pational processes and practices, ard human relationships.

Vocational education, more than any other type of education, needs close
cooperation with the community. It trains workers for productive lives.
It needs the periodic help and criticism of the real work-a-day world to
be sure that its preparation for a Tife-work is useful.

Vocational-technical programs, in order to be successful, require close
ties with labor and management of the industries and occupations they
serve. Maintaining these relationships is essential and requires adequate
supervision and direction by qualified persons.

Vocational-technical instructors are selected on the basis of occupational
knowledge, experience, and professional training. This criteria for an
effective vocational-technical program is required by the U. S. Office of
Education and the Nevada Department of Education. Appropriate occupational
experience is an absolute requirement in the preparation of a vocational-
technical instructor who expects to teach either major subjects or related
courses in the curricuium.

Vocational-technical programs must provide an effective counseling and
guidance service in order to insure, insofar as it is humanly possible to
do so, that every student will select, enroll in, pursue and successfully
complete the educational program that will best meet his interests, apti-
tudes, capacities, and abilities.

The student must be placed within the Timits of ability and choice in em-
ployment in the occupation for which he was trained. No vocational or
technical curriculum can be justified unless it prepares students for em-
ployment in one or a cluster of occupations. However, during times of high
employment, actual employment of a student is not sufficient proof of the
course value. Periodic surveys should be conducted asking both the former
student and the employer to evaluate the contribution of the instruction to
the competency of the worker. In addition, continuous coordination with
industry should be maintained so that changes in industrial requirements

or shortcomings of the educational program may be immediately pinpointed
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t and relayed to the school. Persons responsible for this coordination
| should have adequate occupational experience, plus professional training,
in order to understand the processes involved.

to the facilities with which a student will be working when he is employed.
{ Through constant appraisal of developments in the occupation, vocational

L programs must evaluate equipment and facilities. Equipment used must be
Ly of high quality in order that it may meet the needs of the learner in pro-
Col . viding learning experiences similar to those he will encounter in his

I

I

!*(
ﬂ 10. Instruction in occupational skills requires equipment and space rzmparable
|

occupation.
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LEGAL BASIS FOR VOCATIONAL AND TECHNICAL
EDUCATION IN NEVADA

Vocational Education Act of 1917 (Smith-Hughes Act, P.L. 64-347, approved
February 23, 1917): To provide for the promotion of vocational education and
cooperation with states in paying salaries of teachers, supervisors, and direc-
tors of vocational education in agriculture, and of teachers of trade and in-
dustrial and home economics subjects. For the preparation of teachers in all
these subjects and for making studies, investigations, and reports to aid in
the organization and conduct of vocational education.

The Act provides that "In order to secure the benefits of the appropri-
ations provided for in sections two, three and four of this Act, any State shall,
through the legislative auchority thereof, accept the provisions of this Act and
designate or create a State Board, consisting of not less than three members,
and having all necessary power to cooperate, as herein provided, with the
Federal Boarﬁ for Vocational kducation in the administration of the provisions
of this Act.

The Nevada legislature, following enactment of the federal act, passed the
Nevada Acceptance Act for Vocational Education and created a State Board for
Vocational Education. Funds made available through each successive federal vo-
cational education act have also been accepted. Applicatle Nevada Revised
Statutes dealing with the administration of vocational education are listed as
follows: 388.330; 388.430; 388.460; 488.460; 388.370; 387.050; 385.010; 385.020;
385.030; 385.040; 385.380; 388.390; 388.365; and 610.030.

Vocational Education Act of 1946 (George-Barden Act, Title I, P.L. 79-586,
1946, amended by P.L. 84-1027, 1956): To assist the states and territories in
vocational a2ducation, in agricultural, home economics, trade and industrial,
distributive and fishery trades education. For administration, supervision,
and teacher-training programs; for salaries and travel; for securing data and
information; for programs for out-of-schoo! youths and apprentices; and for
equipment and supplies.

Vocational Education Act of 1946 (George-Barden Act, Title II, P.L. 84-911,
1956): To provide assistance to the states for practical nurse training and
training in other health occupations.

Vocational Education Act of 1946 (George-Barden Act, Title III, originally
assed as Title VIII of the National Defense Education Act of 1938, P.L. 85-864):
"0 amend the Vocational Education Act of 1946 to assist states to train indi-
viduals for employment as highly skilled technicians necessary for national

defense.

Manpower Development and Training Act of 1962 - P.L. 87-415 (amended by
P.L. 88-214, December 19, 1963, and P.L. 89-792, November 7, 1966): It provides
for the training of unemployed and underemployed youth and adults.

Vocational Education Act of 1963 - P.L. 88-210: To maintain, extend, and
improve existing programs of vocational education, to develop new programs, and
to provide part-time employment for youths who need earnings to continue their
vocational education on a full-time basis. For persons of al” ages in all
communities: those preparing to enter the labor market, those in the Tabor
market who need to upgrade their skills or to Tearn new ones, and those with
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special educational handicaps. For construction of area vocational school
facilities. For ancillary services and activities to assure quality in all
vocational education programs. Makes permanent the provisions of the Voca-
tional Education Act of 1946 for practical nurse training and area vocational
education programs. Provides work-study programs for vocational education

students and residential vocational education schools.

Civil Rights Act: Title VI of the Civil Rights Act of 1964 states that
"No person in the United States shall, on the ground of race, color, or national
origin, be excluded from participation in, be denied the benefits of, or be sub-
jected to discrimination under any program or activity receiving Federal finan-
cial assistance." Therefore, the vocational-technical education programs, Tike
every program or activity receiving Federal financial assistance, must be op-
erated in compliance with this Taw.




i ORGANIZATION

R Governing Board

|

i The State Board of Education constitutes the State Board for Vocational Ed-
ﬂ{ ucation which consists of eight lay members: six members are elected, one from

f each of the educational supervision districts of the State, and two members are

] appointed by the elected members of the Board. One of the appointive members is

i a representative of agriculture and one is a representative of labor. The State
;]i Superintendent of Public Instruction is the executive officer of the Board. The

4 Nevada State Board for Vocational Education is the sole agency responsible for the
) administration of the State Plan and the policies regulating vocational-technical
i education.

Assistant Superintendent, Vocational-Technical Education (State Director)

i

| The State Board has a full-time State Director for Vocational Education who
‘1 is responsible for the general administration, direction, coordination, supervi-

J sion, promotion, 2valuation, and improvement of the vocational education programs,
i services, and activities, and for the application and implementation of the State
} Policies and Procedures approved by the State Board. |

B .
] State Vocational-Technical Advisory Council 1

A - The State Board has appointed the Nevada Vocational-Technical Education

¥ Advisory Council that consults with the State Board in carrying out the provisions
} of the Nevada State Plan for Vocational Education. The basic membership in the

a Council consists of at least seven members that are appointed by the State Board
. and includes at least one representative each from management, labor, public school
| administration, and higher education. The present council consists of twelve mem- |
bers. The assistant superintendent, and director, Division of Vocational-Technical

Education, serves as ex-officio secretary.

i Administrative Units

A The administrative units of the State Board for Vocational Education consist
! of divisions in the fields of agricultural education, distributive education, home
ﬁ! economics education, trade and industrial education, health occupations education,
business and office education, and technical education. Each of these administra-
tive units 1is administered by a state supervisory staff working under the directio
of an assistant superintendent, who serves as division director.

The most effective programs of vocational education are generally located
in local areas where full-time supervision is provided. Qualified vocational
directors, supervisors and coordinators who understand the philosophy and opera-
tion of vocational-technical education can make the difference between quality
and mediocrity in occupational training programs. Persons assigned as Tocal
vocational director, supervisors or coordinators on a full-time or part-time basis
need to be placed in the organizational structure of the educational agency so
that the assigned authority can bring about desired change.




ORGANIZATIONAL CHART
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FINCTIONAL ORGANIZATION
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State Plan

As a condition for the allotment of Federal funds, the State Board is
reaquired to adopt and cubmit to the United States Commissioner of Education
a State Plan. The State Plan is to be in conformity with the provisions and
purposes of the Acts and Regulations. And the administration of vocational-
technical education prcgrams under the State Plan must be kept in conformity
with the approved State Pian.

The State Plan is a description of the State Vocational and Technical
Education programs. It sets forth the State's authority under State law for
its administration of such programs. It includes the policy to be followed
by the State in maintaining, extending, and improving existing programs and
developing new programs ¢ vocational education so that all persons of all
ages in all communitiec c{ the State will have ready access to the vocational
training or retraining which is of high quality, with offerings that have been
developed in the light of actual or anticipated opportunities for employment,
and which are suited to the needs, interests, and ability of such persons to
benefit from such training.




FACTORS TO CONSIDER IN DEVELOPING OR
EXTENDING VOCATIONAL-TECHNICAL EDUCATION

Purpose

We are entering on a scientific-technological age in vocational education.
How well we participate in this age and serve the welfare of mankind will depend
on our ability for and imagination in developing a vocational-technical educa-
tion program. The Declaration of Purpose for Vocational Education clearly de-

. fines this challenge.

Section 1. It is the ourpose of this part to authorize Federal
grants to States to assist them to maintain, extend, and improve
existing programs of vocational education, to develop new programs
of vocational education, and to provide part-time employment for
youth who need the earnings from such employment to continue their
vocational training on a full-time basis, so that persons of all
communities of the State--those in high school, those who have
completed or discontinued their formal education and are preparing
to enter the labor market, those who have already entered the
labor market but need to upgrade their skills or learn new ones,
and those with special educational handicaps--will have ready
access to vocational training or retraining which is of high
guality, which is realistic in the light of actual or anticipated
opportunities for gainful employment and which is suited to their
needs, interests, and ability to benefit from such training.

Persons To Be Served

Secondary - High school students who are enrolled in approved vocational
courses.

Post Secondary - Those who have completed or left high school and are
available for full-time study in preparation for entering the labor market.

Adults - Persons who have already entered the labor market and who need
training or retraining to achieve stability or advancement in employment.

Special - Persons who have academic, socio-economic, or other handicaps
that prevent them from succeeding in the regular vocational programs provided

for in the three above paragraphs.
Objective of Instruction

Vocational instruction needs to be designed te fit individuals for employ-
ment in a recognized occupation. Such instruction will include vocational or
technical training or retraining for (1) those preparing to enter a recognized
occupation upon the completion of instruction, and (2) those who have already
entered on an occupation, but desire to upgrade or update their occupational
skills and knowledge in order to achieve stability or advancement in employment.
Vocational instruction afforded by funds allotted under Section 3 of the 1963
Act shall be designed only to fit individuals for gainful employment.
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A11 students receiving vocational instruction in preparatory classes
under the State Plan will have an occupational objective which is a matter
of record. Their objective may either be a specific recognized occupation
or a cluster of closely related occupations in the occupational field.

Occupational Orientation of Instruction

Instruction Related to Occupation

The instruction wiil be rulated to the occupation for which the student
is being trained. Instruction shall be of high quality, which is realistic
in the 1ight of actual or anticipated opportunities for gainful employment,
and which is suited to the needs, interests, and abilities of the student
in order that he may receive the greatest benefit from such training.

Instruction related to the occupation for which the student is being
trained means instruction which is designed to fit individuals for employment
in a recognized occupation and which is especially and particularly suited to
the needs of those engaged in, or preparing to engage in, such occupation.
Such instruction shall inciude classroom instruction and field, shop, labora-
tory, cooperative work, or other occupational experience.

Instruction Necessary to Benefit From Training

Where necessary the Stata Board will approve as "vocational" instruction
which is designed to enable individuals to profit from instruction related to
an occupation for which he is being trained by correcting whatever educational
deficiencies or handicaps prevent him from benefiting from such instruction.
Such instruction will be provided in courses which are an integral part of the
vocational education program in which the student is enrolled.




GOALS FOR VOCATIONAL-TECHNICAL EDUCATION

As part of the planning for the development of yocational-technical edu-
cation in Nevada, and to provide appropriate educational opportunities in
services to all citizens in 211 communities of the State, the State Board for
Vocational Education with the advice of the Nevada Vocational-Technical
Advisory Council, adopted the following goals:

1.

Occupational education programs should be broadened and extended
with special consideration to employment needs and skills and to
present and future labor market needs.

Programs and services should be provided to correct educational
deficiencies for handicaps which prevent persons from benefiting
from instruction essential to employment. Vocational guidance

and counseling should be provided at all levels of programs, and
recourse should be available to other social services and agencies

where needed.

Expansion of procrams should be accomplished by a comprehensive
program of research and demonstration of occupational education
and related prcgrams.

Programs should be planned to include persons of many age groups,
of varying educational status, of divergent abilities and needs,
and at all locations in the State. Existing educational agencies,
and new facilities espacially concerned with the area vocational
school concept. should be constructed and utilized as needed.

Vocational guidance, cecnsisting of personal and educational
guidance relating to nccupational programs and employment oppor-
tunities, should be developed consistent with Goal No. 1. This
service should be available to students, parents and employers.

Work-study programs shculd be available to qualify youth to com-
mence or continue occupational preparation in high school and
post-secondary vocational programs.

As a means of preparing adults to enter the labor market or to up-
grade skills or acqu-re new ones, pre-employment training and re-
training should be available to adults in schools in classes
conducted by local pubiic schools, area schools, post-secondary
schools and other public and private institutions. Practical
related instruction, supplemental to on-the-job training, should
be accessible to apprentices and other trainees throughout their

work experience.

Programs should be coordinated under the Nevada State Plan For
Vocational Education with emphasis on articulation of both general
and occupational education at the secondary and post-secondary
educational levels.




10.

11.

12.

13.

Leaders in education should improve their understanding with
respect to the articulation of both general and occupational
education at the secondary and post-secondary school Tevels.

Quality should be assured by improving administration, instruc-
tion, supervision, instructional materials, and leadership
education. Programs and activities should be developed for
this purpose.

State Board policies should be adopted to provide needed
incentives tec extend occupational education programs in all
areas of the State, especially in areas where they are not now
accessible and to extend secondary vocational education pro-
grams through to completion on a post-secondary level wherever
needed and to develop new post-secondary pre-employment
occupational training programs.

Full utilization should be made of school facilities for occu-
pational education. Such facilities should be used on a full-
time day basis and on an evening school basis. Occupational
education should not he Timited tn a regular school program
but be extended to full-time summer school programs and ex-
tended day school prcgirams.,

Occupational education training barriers need to be removed

in the public secondary schools and a realistic Took need be
taken in developing an educational climate to meet the needs

of all students. If crowded schedules, mandated subjects, and
such barriers preclude realistic occupational training programs,
then consideration should be given to the issuance of a
vocational high school diploma.




PLANNING VOCATIONAL-TECHNICAL EDUCATION PROGRAMS

Planning a program of vocational-technical education involves important
considerations identified with the purposes of programs designed to prepare
students for gainful employment--wage earning or income-producing empioyment.
The first of these considerations is:

DETERMINATION OF THE EMPLOYMENT OPPORTUNITIES IN THE AREA SERVED
BY THE SCHOOLS IN VARIOUS TYPES OF GAINFUL EMPLOYMENT.

Necessity of Determining Employment Opportunities

Job opportunities must exist in sufficient numbers in the occupation or
the occupations for which training programs are being contemplated to give
reasonable assurance that students trained in the program will upon completion
have ample opportunity to enter full-time employment in the job classification
for which they will have been prepared.

Conducting Occupational Surveys

; Occupational surveys are necessary to determine employment opportunites
- | and to provide realistic bases for deciding upon the type of program or

. programs needed to prepare students for occupations actually existing or
reliably anticipated to exist in the area served by the school. The factor
of youth migration from rural to urban areas needs to be considered in deter-
mining occupational opportunities. These surveys must be designed to provide
employment data and forecasts as tc need for employees in an occupation, or
related occupational groups, at the time the applying school requests approval
of a program or programs, and such annual needs in the future projected for
five years. Availability of this reliable information will provide definite
and realistic bases regarding immediate and continuing needs for programs and
the extent of job opportunities for students in the occupations surveyed.

T
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Utilizing Data Revealed in Surveys
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| Data recorded in the surveys should be analyzed as to the occupations

i revealing the greatest number of employment opportunities. Priority in re-
questing approval of new programs should be based upon thuse most urgently
needed in terms of the greatest number of employment opportunities as reveale
in the surveys. Staff members of the Nevada State Board for Vocational Edu-
cation are available to school officials in interpreting survey reports.

Requesting Assistance in Making Surveys

Upon request of a superintendent of schools who is contemplating adding
or expanding programs to prepare students for gainful employment, members of
the vocational-technical education staff of the State Department of Education
are available to assist in organizing occupational surveys to determine needs
for programs. Occupational data and employment forecasts available from the
g Nevada State Employment Security Department will be utilized in preparation
| of survey reports. Requests for assistance in organizing surveys should be

17
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made to:

Vocational-Technical Education Division
State Department of Education
Carson City. Nevada 89701

The second important consideration in program planning is:

STUDENTS CONTEMPLATED TO BE ENROLLED MUST HAVE THE INTEREST, APTITUDE
AND ABILITY NECESSARY TO BENEFIT FROM THE PROGRAM IN TERMS OF:

I. Having as their objective entrance into full-time employment
in the occupatior for which they are to be trained upon
completion of the program.

II. Having the aptitudes, abilities and characteristics necessary
for employment in the occupation for which they are to be

trained.

"Individuals will be selected for enrollment in classes providing instruc-
tion for each type of cccrpatinnal field on the basis of their potential for
achieving competence in the occupation through such instruction, except that
individuals will be selected fcr instruction in special classes for persons
with special needs if such individuals have academic, socio-economic or other
handicaps that have prevented or would prevent them from succeeding in the
other vocational education programs and therefore require instruction which
is especially designed to enable such individuals to develop competency ade-
quate for employment in a recognized occupation.”

Importance of Providing Frograms of GQuidance and Counseling

Planning of programs suited to the needs, interests and abilities of
students to benefit from such programs requires a provision for realistic
guidance, counseling and testing programs by the schools. Programs of
guidance need to include information to students regarding opportunities for
employment in the occupation or occupations for which training programs are
contemplated to be established, and other information necessary for realistic

vocaticnal planning.

Importance of Considerations_ I and II in Program Planning

Decision-making in final determination of the type or types of vocational
education programs to be initiated, tnerefore, must be based on both of these
considerations described above. The number of students contemplated to be
enrolled in the programs must be dependent upon the number of existing or
anticipated opportunities for gainful employment in the area served by the
school in the occupation or occupations included in a particular program of
vocational education as authorized in the programs sections of this guide.

A third important consideration relating sgec1f1ca11y to decision-making
in determination of the program or programs to be initiated is:

THE EXCLUSION OF ANY PROGRAM DESIGNED TO PREPARE INDIVIDUALS FOR
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OCCUPATIONS GENERALLY CONSIDERED TO BE PROFESSIONAL OR AS REQUIRING
THE BACCALAUREATE OR HIGHER DEGREE.

A fourth important consideration in planning programs must include provi-
sions for:

ADEQUATE CLASSROOM, SHOP, LABORATORY, ON-THE-JOB SUPERVISED WORK
EXPERIENCE AND TRAINING IN COOFERATIVE PART-TIME PROGRAMS, EQUIPMENT,
SUPPLIES, ADEQUATE TIME FOR INSTRUCTION AND PROGRAM COORDINATION WITH
EMPLOYMENT, EMPLOYMENT OF EDUCATIONALLY AND OCCUPATIONALLY COMPETENT
INSTRUCTORS AND OTHER FACILITIES NECESSARY FOR ORGANIZING AND CON-
DUCTING VOCATIONAL EDUCATION PROGRAMS OF HIGH QUALITY PREPARING
STUDENTS FOR GAINFUL EMPLOYMENT.

Information regarding policies relating to these requirements is con-
tained in the programs sections of the guide.

Advisory Committees

Local public educational institutions should establish advisory committees
to provide advice relating to pianning, conducting and evaluating quality and
effectiveness of programs. These committees should be appointed by the super-
intendents of schools. When a school is conducting several types of programs,
an over-all advisory committes should be established to aavise schooi officials,
teachers and guidance counselors regarding the total program. And, a com-
mittee for each program being conducted--or a subcommittee of the over-all
committee should be appointed to advise the schools in regard to the particular
program that the committee, or the subcommittee, is appointed to serve.

"The program of instruction will be developed and conducted in consultation
with potential employers and other individuals or groups of individuals having
skills in and substantive knowledge of the occupation or occupational field
representing the occupational objective."

Evaluation of Programs

Schools are required to evaluate the quality and effectiveness of each
program being conducted and to make revisions and improvenent as needed to
result in programs being realistic in the Tight of actual or anticipated
opportunities for gainful employment in the area served by the school and
suited to the needs, interests, and abilities of students to benefit from the
program in which they are enrolled in terms of acquiring the knowledge and
skills necessary for entry upon and success in employment in the occupations
for which they are trained. Advisory committees with membership consisting
of employers and employees can be of valuable assistance in evaluating the
quality and effectiveness of programs.

As a phase of evaluation of the quality and effectiveness of programs,
schools are reauired to maintain follow-up records regarding the placement
and employment of students after completion of programs in the occupations
for which they are trained, in other occupations, numbers entering college
instead of employment, and other follow-up information.

19
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Consultative Services and Evaluation of Programs by Staff Members of
The Nevada State Board for Vocational Education

In cooperation with school officials, staff merbers of the State Board for
Vocational Education have a responsibility to provide consultation regarding
interpretation of policies for initial and continuing approval of programs,
methods of organization and operation of programs, evaluation of the quality and
effectiveness of prograns end making recommendations for revisions and improvement
as needed.

E1igibility of Local Public Schools For Funds For Programs of Vocational

Education In Relation to The Civil Rights Act of 1964

Aporoval of the compiiance plan under the Civil Rights Act of 1964 by the
United States Commissioner of Education is necessary before a local public school
1s eligible for funds for the vocational education program.

Auditing Records of Public Educational Agencies

Records and financial documents relating to expenditures claimed for reim-
bursement on vocational educaticn from the State Department of Education will be
subject to audit by staff members employed by the Department of Education.

Access to Instruction Offered Inside Area of State Board, or By Same
Local Educational Agency

[0 the extent that faciiities are available, each type of program of voca-
tional instruction offered bv the State Board will be made available to all in-
dividuals residing in the State, and each program of instruction offered by a
local educational agency will be made available to all individuals residing in
the district or community served by the local educational agency offering such
instruction if such individual is otherwise available and qualified to receive
such instruction in accordance with the standards and requirements in the
Nevada State Plan for Vocational Education. The fact that an individual resides
in a certain attendance area within such district or community shall not preclude
his access to a program of instruction available to other individuals residing
in other locations within the district or community, if access to a reasonably
comparable program is not otherwise available to him.

Soundness and Quality of Instruction

Up-to-date Instruction

The program of instruction will include the most up-to-date knowiedge and
skills necessary for competencies required in occupations or occupational field
in which the individual is being prepared, or upgraded, or updated.

Duration and Intensity of Instruction

The program of instruction will be sufficiently extensive in duration and
intensive within a scheduied unit of time to enable a student to develop




competencies necessary to fit him for employment in the occupation or occu-
pational field for which he is being trained. Programs of instruction may
commence on the secondary level and be completed on the post-secondary level
in such occupations where adequate time is not available to complete the
training prcgram on the secondary ievel. Likewise, programs of instruction
may be based upon an analysis of the occupation for which training is given.
The instruction need not follow the regulay schedule of a secondary school,

but can include planned extended day school, summer school or evening school
schedules.

Supervised Practical Experience

The program of instruction will combine and coordinate related instruction
with field, shop, laboratory, cooperative work, or other occupational experience
which is appropriate to the vocational objective of the student, and is of
sufficient duration to develop competencies necessary to fit him for employment
in the occupation or occupational field for which he is being trained, and is
supervised, directed, or coordinated by a person qualified in accordance with
the Certification Requirements of the Nevada State Department of Education.

Scheduling Time for Planning, Organizing, Conducting and
Coordinating the Programs

Full-time or part-time secondary school programs should agree to provide
scheduled time for planning, organizing, conducting, and coordinating the pro-
grams. The school shall schedule sufficient time for supervision by vocational
teachers of vocational students in their required supervised farming programs,
home experience programs, or part-time employment and on-the-job training in
cooperative part-time programs.

Programs of Vocational Education for High School Students

The objective of each program of vocational education for high school
students is to prepare them to enter gainful wage-earning or income~-producing
employment upon completion of the program in which they are enrolled, except
the program of vocational homemaking education preparing high school girls to
become homemakers. Each program is designed to be an integral part of the
total program of education for high school students, supplementing but not
supplanting any phase of the academic curriculum.
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PROVISION OF TRAINING NEEDED BY STUDENTS THROUGH COMBINED EFFORTS
OF TWO OR MORE PROGRAMS OF VOCATIONAL EDUCATION

In order to perform adequately and efficiently in some occupations, persons
need instruction in two or more of the traditional areas of vocational-technical
education. This need has implications for the interrelationship that should be
developed between the various vocational education programs including the "team
approach" or cooperative efforts of instructors in two or more vocational pro-
gram fields to provide the instruction students need rather than for one program
to attempt to supply training for which the teacher of that program does not
have occupational experience background enabling him to conduct specific in-
struction.

The important consideration is to provide students the specific instruction
they need in order for them to learn the knowledge and skills required in an
occupation. Examples of this need for interrelationship of programs are:

Some students preparing for employment in service stations may require
competencies in marketing and selling, in office operations and in automobile
mechanics. Hence, three programs should contribute to providing these knowledges

and skills--distributive education in providing the marketing instruction, voca-
tional office education in providing the knowledge needed with regard to office
operations. and vocational industrial education in relationship to the competencies

needing to be learned regarding automobile mechanics.

Some students preparing to be employed in farm machinery establishments may
need competency in marketing, agriculture, machine repair, maintenance and oper-
ation. Hence distributive education should provide the training students need
in marketing, the agrirulture program should provide the training needed by these
students with relationship to the funztions of the farm equipment in agriculture,
and some of the instruction with regard to machine repair, maintenance and opera-
tion, should be provided as farm mechanics 1n the vocational agriculture program.
However, in the manufacture of farm machinery where some phases of machine shop
training and other instruction of an industrial nature are involved, the vocational
industrial education program should supply these types of training.
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GENERA. POLICIES ON PROGRAMS OF YOCATIONAL HOME ECONOMICS
EDUCATION PREPARING STUDENTS TO BECOME HOMEMAKERS

This program with the objective of preparation of high school girls to
become homemakers is not intended nor is it approved to provide training to pre-

pare students for gainful employment in wage-earning or income-producing occupa-
tions.

| As provided in the program section of yocational home economics education,
a separate class or classes having a specific objective of training high school
students for gainful employment in occupations requiring knowledge and skills in
home economics subjects may be included in this program. Such class or classes
will be required to be justified and conducted in accordance with the policies
applying to other programs preparing students for gainful employment.

The 1963 Voc~tional Education Act precludes the use of the Federal funds
this Act produces to prepare students to become homemakers. Its provisions are
limited to preparing students for gainful employment. The Smith-Hughes and
George-Barden Acts, however, do permit the use of Federal funds in the vocational
home economics education programs with the objective of useful employment in the
home. Because of the funding differences there are reimbursement limitations for
vocational home economics education programs not leading to gainful employment.
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LEVELS OF VOCATIONAL-TECHNICAL EDUCATION

Secondary

The program of vocational and technical instruction on a secondary level
shall consist of vocational education in agriculture to prepare students for work
of the farm and other agricultural occupations; vocational education in home
economics: preparing students for gainful employment and preparing students for
useful employment in the home; vocational education in trades and industry; voca-
tional education in distributive occupations; vocational education in health
occupations; technical education programs; vocational education for office occu-
pations; vocational education for service occupations; vocational education for
those with socio-economic, educational or other handicaps; cooperative programs
in trade and industrial education, vocational agriculture, distributive education,
technical education, office occupations training and health service occupations.
Special programs may also be established for students who have left full-time
study to prepare them for entering the Tabor market. Programs may be set up on
either a full-time or part-time basis.

Post-Secondary

Vocational-technical education programs may be established for those who have
completed or otherwise left the full-time school and are available for full-time
study on a post-secondary level. Such programs may be an extension of the secon-
dary programs or programs that are comgeted on the post-secondary level. Voca-
tional and technical education programs conducted on the post-secondary level
shall not be designed to lead to a baccalaureate or higher degree, nor shall they
be professional in nature as determined by the United States Commissicner of Edu-

cation.

Adult

Vooational and technical education programs for persons who have already
entered the labor market and who need training or retraining to achieve stability
or advancement in employment and those who can gain from instruction that is sup-
plemental to their daily employment shall be included in the adult vocational and
technical education program. Such programs may be conducted on a full-time or
part-time basis and designed for training or retraining for gainful employment,
which do not lead to a baccalaureate or higher degree.

Special Needs Programs

Vocational and technical education programs may be established for persons
who have academic, socio-economic, or other handicaps that prevent them from
succeeding in the regular vocational education program. Special needs programs
are designed to train the student for gainful employment by aiding him to over-
come the handicap that prevents him from succeeding in a regular vocational edu-
cation program. The instruction may include ski1l training and that necessary

related training to accomplish the training objective.




DEFINITIONS

Types of Occupations Defined

Business and Office Occupations are those activities which facilitate the
achievement of the goals of production and distribution in the economic system.
These activities may include, but not be limited to, reporting and retrieval of
data; supervision and coordination of activities; internal and external communi -
cations of organizations; and the reporting of information.

An Agricultural Occupation means an occupation involving knowledge and skills
in agricultural subjects which have the following characteristics: (1? the occu-
pation includes the functions of producing, processing, and distributing agri-
cultural products and includes services related thereto, (2) the occupation re-
quires competencies in one or more of the primary areas of plant science, soil
science, animal science, farm management, agricultural mechanization, and agri-
cultural leadership.

A Distributive Occupation means an occupation that is followed by proprie-
tors, managers, or employees engaged primarily in marketing or merchandising of
goods or services. These occupations are commonly found in various business
astablishments such as retailing, wholesaling, manufacturing, storing, transpor-
tation, financing and risk-bearing.

Vocational Home Economics (Useful) means education which provides instruction
which will enable famiiies to improve their family life through more effective
development and utilization of human resources.

Vocational Home Economics (Gainful) means instruction that qualifies indi-
viduals to engage in occupations Tnvolving knowledge and skills in home economics
subject matter areas, €.9., child development, clothing and textiles, food and
nutrition, home and institutional management, home furnishings and equipment, etc.
Included are such occupations as those which provide services to families in the
home and similar services to others in group situations; those which provide
assistance to professional home economists and professionals in fields related to
home economics in business, agencies and organizations; and other occupations

directly related to one or more home economics subject matter areas.

Trade and Industrial Education means education which includes any subject
which is necessary to develop the manipulative skills, technical knowledge, and
related information such as job attitudes, safety practices and trade judgment
necessary for employment in a trade and industrial occupation.

Trade and Industrial Occu ation means any craft, skilled trade or semiskilled
occupation which directly functions in the designing, producing, processing, fab-
ricating, assembling, testing, modifying, maintainin?, servicing, or repairing of
any product or commodity or any other occupation including a service occupation
which is not covered above but which is usually considered to be technical or
trade and industrial in nature.

Vocational Education in Health Occupations s designed for persons who are
preparing to enter oné of the health occupations, and for persons who are, or have
been, employed in such occupations in hospitals or other health agencies. "Other
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health agencies" means institutions or establishments other than hospitals which
provide patients with medical or nursing services under the direction of a doctor
or a registered professional nurse.

The health occupations render supportive services to the health profegsions
such as nursing, medical and dental practice, all of which are concerned with pro-

viding diagnostic, therapeutic, preventive, restorative and rehabilitative services
to people. '

Technical Education is designed to train persons for employment as highly

skilled technicians in recognized occupations requiring scientific knowledge in
fields necessary for the national defense.




SPECIAL NEEDS PROGRAMS

This program of occupational training is designed for in-school students 14
years of age or older who have academic, socio-economic, or other handicaps that
prevent them from succeeding in regular programs of vocational education. The
program consists of a combination of a modified or upgraded academic curriculum
and occupational training, providing these students with a dual educational oppor-
tunity for achievement in acquiring basic education skills and preparation for
employment to the maximum potential of their abilities.

These students usually have one or more of the following characteristics:

1. Low or under-achievers, usually average. They are often handicapped
academically because of low scholastic ability and/or lack of educational
and cultural advantages. Retarded by one or more grades, they are poten-
tial dropouts.

2. Low ability in communication skills. They are at a disadvantage with
other students because of Tow reading ability, lack of verbal fluency,
creativity, ability to think abstractly, capacity for deferred gratifi-
cation, short attention span, and slowness of learning.

3. Irregular attendance, frequently tardy and disinterested in school. They
feel that they are second-class citizens at school and as a result do not
like school, believe they cannot learn, and feel their teachers neither
accept nor understand them.

4. Have no personal goal, lack a sense of purpose, lack self-confidence, and
often deveiop negative images. Because there is a Tack of opportunity
for them at home or in the neighborhood to become acquainted with a way
of 1ife different from their own or with persons in occupations of a
higher status than those with whom they associate, they may not be moti-
vated to attend school or to want something better. Standards of the
family and neighborhood may discourage them from aspiring to a higher
level of achievement or way of life.

5. Normal or above normal in potential ability to achieve satisfactorily in
school but have failed courses for various reasons, such as, dislike of
teachers and school, improper attitudes, poor study habits, laziness,
poor reading ability, or have been enrolled in courses without adequate
guidance and counseling.

6. Are members of families of low income or long-time recipients of welfare
payments, or other subsistence. Often children from these families lack
money for adequate clothing, food, or for participating in school activi-
ties requiring incidental expenses. These conditions contribute to
feelings of insecurity and hopelessness, resulting in under-achievement
in school.

Objectives of the Program - The program of occupational training has the
following objectives to meet the needs of students having academic, socio-economic
or other handicaps preventing them from succeeding in regular, or high-level pro-
grams of vocational education:

1. To provide a type of program, both academic and occupational, appealing
to students having academic, socio-economic, or other handicaps in en-
couraging them to remain in school, and encouraging such students who
have dropped out to return to school.
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2. To deve]oﬁ student attitudes, appreciations and understandings in relation
to the school and the value of an education, respect for himself, his
oeers, and his country, and through providing motivation and opportunity
to achieve at his level, providing him with a sense of succeeding.

3. To enter students in the program at their present academic level and
assist them to progress to their maximum level of achievement.

4. To provide specialized vocational guidance and counseling for these stu-
dents, including psychological and occuaptional aptitude testing.

5. To provide students with occupational training preparing them for gainful
employment in jobs requiring low levels of knowledge and skills, or
through participation in this program, prépare them to enter regular high
schoo] vocational education programs, preparing them specifically for
gainful employment in occupations requiring higher levels of training.

Students Eligible for the Program - Students must be 14 years of age or older
and have academic, socio-economic, or other handicaps preventing them from succeed-
ing in regular programs of vocational education. Such students are usually two or
three years below normal achievement in several academic courses.

Characteristics of Approvable Programs

Academic Phase of the Program - The academic portion of the program must be a
special academic curriculum departing from traditional standards, and be conducted
on an urigraded basis. Language, mathematics, science and other courses must be
adapted to the level and learning ability of the students. Students handicapped
in reading ability must be provided remedial reading instruction instead of tra-
ditional English. Students of low achievement in mathematics, science, or social
studies must be given remedial instruction. Other academic provisions are:

a. Curricula must be flexible in all subject matter to teach on the achieve-
ment level of the student.

b. Remedial work shall be given students in areas of low-level achievement,
parallel with jdentified ability.

c. Primary emphasis will be on the basic tools of language arts and mathe-
matics, including skills in reading, speech, writing and listening and
in acquiring basic arithmetic skills.

d Content of academic instruction will be functional with practical appli-
cation to occupational training.

Occupational Phase of the Program - The occupational training portion of the
program will consist of a combination of classroom instruction with shop training,
or actual on-the-job training, with students placed in part-time employment in the
community. Training should be on a level adapted to the interests, aptitudes, and

abj1ity of the students.

The beginning phases of the training program for boys must be in relation to
a cluster of occupations such as general building trades, general mechanical
trades or general metalworking trades. The program for girls in initial stages
may be in an occupational cluster relating to employment avaiiable to women such
as domestic jobs, employment in child care centers, or in cierical and office
work. However, these suggestions are not intended to imply that separate programs
should be organized for girls and boys, cince employment opportunities are avail-
able to both in many occupations.
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As students progress in the program with adequate counseling and guidance,
the occupational objective for which they have appropriate interest, aptitude and
ability should become evident. Specific training programs must be included in the
plan of organization proposed by schools applying for approval of programs.

Qualifications of Teachers

1. A1l counselors and teachers will be chosen because they have a deep de-
sire to help students having academic, socio-economic or other handicaps.

2. Academic teachers shall hold regular teaching certificates in the areas
that they will teach.

3. Teachers of occupational training phases of the program shall hold a vo-
cational teaching or coordinator certificate.

Program Organization

Organization of the programs by the schools will be to meet the needs of in-
dividual students. This type of a special need combination of academic-vocational
education programs may involve many different patterns in order to meet the needs
of the students in differing communities. Therefore, it is the policy of the
Nevada State Board for Vocational Education that each school administrator desir-
ing to conduct this special program should organize the type of proposed program
believed to be needed by students in the applying district and submit the appli-
cations for approval. However, since an occupational training program for youth
with special needs differs in many respects from regular vocational education pro-

grams, it is suggested that the following criteria be used in developing a pro-
posal:

1. State the purposes and objectives of the program of occupational training.
Include immediate and long-range goals and supply information to justify
a program of occupational training in their school.

2. List separately the number of boys and girls to be enrolled in the program,
their ages and the highest grade in school they have completed.

3. List criteria used and method used in selecting students for occupational
training.

4. Develop and submit a brief course outline for the academic program.
(Specific skills to be developed in an upgraded or modified curriculum.)

5. Develop and submit a brief course outline of the vocational training to
be offered for the first year. Specify the shop or laboratory skills to
be developed.

6. Prepare and submit an outline of a special guidance and counseling pro-
gram for students in this program.

7. Prepare proposed budget for the program, including:

a. Academic teachers to be used in program and portion of their time
and salary to be devoted to this program.

b. Occupational training teachers to be used in program and portion of
their time and salary to be devoted to this program.

c. Guidance counselors (if) to be used in program and amounts of their

time and salaries to be devoted to this program.

Other professional personnel.

e. Amount of travel proposed for above personnel for this program during
the year.

f. List instructional equipment and supplies needed for programs by

o
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different courses and schools, if more than one school campus is in-
volved, and cost of this equipment.

g. List instructional materials such as special remedial reading mater-
jals needed and costs of these items.

Financing Programs - When approval of a special needs occupational training
program is given, application for reimbursement is then made on the regular VED-1
form in the same manner as for all other vocational teaching personnel. Since
special education funds are built into the State's aid formula, it is recomnended
that vocational education funds participate in the salaries and travel of voca-
tional teachers assigned to the program. The portion of salaries of academic
teachers and guidance counselors allocated to the program is to be used by the local
educational agency to match the salaries and travel of the vocational teachers.

Occupational Class Schedules - Laboratory or shop classes shall be taught for
a minimum of two consecutive class periods per day, five days each school week.

Occupational guidance and counseling shall be provided by a qualified coun-
selor outside of the laboratory or shop class.

A teacher who is teaching two or more occupational training laboratory or

shop classes or two cooperative occupational training classes shall be considered
as a full-time teacher.

The training of all students enrolled in part-time cooperative training shall
be, with the exception of grade placement, conducted in accordance with the State
Board policy pertaining to all part-time vocational programs.

For effective instruction and supervision, it is recommended that not more
than 15 students be enrolled in any one shop or laboratory class.

30




THE WORK-STUDY PROGRAM

Objectives - The program is designed to provide part-time employment for stu-
dents in public education agencies or some other public agency or institution who
need the earnings from employment to commence or continue their vocational train-
ing. The opportunity for part-time employment should help many students who need
financial assistance to stay in school or return to school.

_ State Administration and Leadership - The State Board shall approve, super-
vise, and evaluate work-study programs administered by public schools.

Responsibilities of Public Schools -

1. Making application for prior approval of work-study programs for one or
more students when it is determined they are enrolled in approved voca-
tional education programs leading to gainful employment and who have a
need for the earnings from employment to remain in or return to school.

2. Determining work stations and assigning approved students to jobs under
adult supervision.

3. Paying approved students for actual work performed at the end of the
month or each two weeks, if desired, withholding social security and in-
come taxes in accordance with Taw and school district procedures.

4. Maintaining work records of actual time students perform work, nature of
the work assignment, hourly rate of pay, total amount paid by check with
number, and the adult supervisor in charge of students while at work.

5. Preventing approved work-study students from supplanting any present
employees who ordinarily perform such work.

6. Denying employment to an approved work-student when employed under any
other work-study program or under the Neighborhood Youth Corps program
of the Economic Opportunity Act of 1964.

7. Supervising students approved under the work-study program and determin-
ing their effectiveness in terms of services to the district, retention
ofhpotentia1 dropouts, and returning unemployed out-of-school youth to
school.

8. Determining students in good standing in their full-time school pro-
gram, a part of which is their approved vocational education program
preparing them for gainful employment.

9. Determining the local prevailing hourly rate of pay for approved students.

10. Applying for reimbursement of funds expended for approved work-study

students.

Priorit% - Priority in approval of schools and students of the funds avail-
able For work-study programs will be given to schools having substantial numbers
of school dropouts and unemployed youth 15 years of age and less than 21 years of
2ge who need financial assistance to enter or continue in a full school program,
part of which is an approved program of vocational education preparing for gain-
ful employment. Public educational agencies must have job opportunities available
for the employment of approved students in a public agency or institution.

Eligibility and Selection of Students - A work-study program may be approved
for an eiigiBle student provided (a) a student shall not be employed in excess of

15 hours in any week during the school year, and (b) compensation shall not exceed
$45 in any month or $350 in the regular academic year, unless the student is attend-
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ing a school which is not within reasonable commuting distance from his home, in
which case the compensation may not exceed $60 per month or $500 per academic
year. Employment under the work-study program will be furnished only to a student
who (a) has been accepted for enrollment in a full school program, a part of which
is an approved vocational education program preparing for gainful employment or
for a student already enrolled in such a program, is in good standing and in full-
time attendance, (b) is in need of the earnings such employment in the work-s tudy
program to commence or continue his vocational education program, and (c) is at
least 15 years of age and less than 21 years of age at the commencement of his
employment in the work-study program, and is capable in the opinion of school
authorities of maintaining good standing in his school program while employed.

Determination of Financial Need - Determination of financial need of students
for earnings in order to commence or continue participation in vocational programs
should take into consideration student and family income, including wages, social
security, aid to dependent children, retirement benefits, and welfare support;
occupation of person supporting family; and number of fami 1y members living at
home. Financial assistance from employment for students should be based on the
amount of money needed for clothes, school Tunches, participation in school acti-
vities and personal necessities. A1l students will not have the same financial
needs and will not be capable of working the maximum number of hours per week -
while maintaining good standing in their full-time school program.

Type of Work Students May Perform - Students may participate in job assign-
ments in or around the public educational agency. Work must be performed by the

student. Some of the types of work activities a student may perform are as follows:

teacher aides, school shop or laboratory assistant, work in school office such as
typist or receptionist, cafeteria worker, library assistant, repairman, assistant
in grounds and building maintenance, and school bus maintenance helper. Whenever
possible, it is desirable to relate the work activity to the educational program
of the student in vocational education. Students should be placed in jobs where
their vocational competencies and interests can best be utilized. Through careful
consideration of the possibility for work opportunities, there should emerge a
series of work-study job placement related to the students' educational programs.

Places of Employment in Places Other Than Public Educational Agencies - Pub-
lic agencies--local, State and Federal--are eligible as places of employment for
students participating in the work-study program. Public agencies, departments
and commissions, such as the courts, fire and police departments, hospitals,
housing authorities, and public works, health, welfare, conservation, recreation,
libraries, parks and playgrounds are eligible public agencies for the employment
of work-study students.

Eiigible Vocational Education Programs - Students enrolled in vocational edu-
cation programs defined in this manual and approved by the Division of Vocational-
Technical Education, Nevada State Department of Education, such as the following
meet the requirements for training in a gainful, wage-earning or income-producing
occupation: auto body repairmen, auto mechanics, building construction trades,
commercial cooking, cosmetology, drafting trades, dry cleaning and finishing,
electrical trades, industrial electronics, metal trades, printing, radio and tele-
vision servicing, refrigeration and air-conditioning, data processing, vocational
agriculture, and laboratory-type programs in vocational office education. Aca-
demic, socio-economic or other handicapped students enrolled in an approved occu-
pational training program are eligible also. These represent only a partial list-
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ing as students may be eligible when enrolled in other approved programs training
for gainful employment. Students enrolled in regular vocational homemaking educa-
tion programs are not eligible because this program is not designed to prepare for
gainful employment, nor are students enrolled in cooperative part-time training
programs since they receive wages for part-time employment and work experience as
a part of their respective programs. Industrial arts and general business educa-

tion students are not eligible since they are not approved vocational education
programs.

. The rate of reimbursement is 75 percent on the amount approved for each of
the fiscal years ending June 30, 1967 and June 30, 1968.
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TEACHER TRAINING

Another function of the State Board is that of providing for the training of
teachers of vocational and technical subjects. The following statement is quoted
from the Nevada State Plan for Vocational Education:

"ocational education under this State Plan will jnclude the teacher-training
programs (both pre-employment and in-service) which are adequate to provide for a
sufficient supply of qualified teachers, supervisors, and other vocational educa-
tion personnel in the State" and "The State Board through its staff shall be re-
sponsible for implementing, maintaining and supervising programs of teacher-educa-
tion when such programs are economically feasible and necessary to maintain an
adequate supply of teachers, administrators and other professional personnel nec-
essary to fully implement the provisions of this State Plan. Teacher education
may be sponsored directly by the State Board, arranged for through the University
of Nevada, county school districts, or contracted from qualified institutions in
other states or private institutions. Pre-service and in-service teacher educa-
tion shall be provided under this State Plan. The State Board through its staff
shall determine the type of training necessary for teachers , supervisors, directors,
administrators and counselors for both in-service and pre-service professional
education and subject matter programs. Teacher education may be provided through
full-time teacher preparation courses, workshops , conferences, or through the
services of State supervisors, local directors and itinerant teacher-educators
working on a group or on an individual training basis.

"Teacher education programs may be established in the vocational and technical
education services including vocational agriculture, home economics, trade and
industrial, business and office occupations, distributive occupations, health ser-
vice occupations, technical occupations and vocational guidance and counseling.
Personnel employed to provide teacher and/or counselor education shall meet quali-
fications as specified in the State Plan.

"In implementing programs of teacher education consideration will be given
to persons to be served including vocational education on the secondary level,
vocational education on the post-secondary level, vocational education for adults,
vocational education for those with socio-economic, educational or other handi-
caps.

"The State Board staff shall be responsible for supervising programs of tea-
cher-training authorized under this State Plan."

The State Board is, therefore, charged with the responsibility of approving
teachers who meet minimum standards of the State Plan in order to insure that the
basic philosophy in vocational education is understood and the teaching program
organized to meet the needs of the individuals in their chosen fields.
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Purpose of the Advisory Committee - The purpose of the Advisory Committee is
to make the vocational-technical program as effective and meaningful as possible
to persons being trained in the vocation and in the community. The Committee as
the result of its observations and knowledge will assist the school in forming a
training program involving skills and technical knowledge which successful workers
in a given vocation must possess. The Committee will assist in translating these
skills and knowledges into the form of an educational program which schools may
place in actual operation for the benefit of youth and adults.

Advisory Comnittee Appointed By School Board - The Advisory Committee of
three to ten persons should be appointed by the Board of Trustees of the school
district. Appointees to the Committee may be recommended by the organization they
represent. Advisory Committees for agriculture and homemaking may be composed of
persons qualified by training, experience and ability in those particular voca-
tions. In business and office education and trade and industrial education, the
Advisory Committee will be composed of an equal number of persons representing

management and representing labor in the specific vocation. In technical educa-

ADVISORY COMMITTEE IN VOCATIONAL-TECHNICAL EDUCATION
The term "Advisory Committee" refers to a committee appointed by school
authorities to advise and assist them in conducting a class or program in voca-
tional education as a part of the community program in education.

tion there must be at least one member representing the users of technicians, one
technician or engineer and one educator on the Committee. Terms of appointment
may best be staggered to provide continuity of program and policies. The Commit-
tee should elect its own officers. Necessary duplication of minutes and Committee
reports should be done by the school.

The Function of the Advisory Committee - The function of the Advisory Commit-
tee is that of study and observation of both the specific vocation and the voca-
tional training program for the purpose of keeping the training closely related
to the skills and knowledge required for successful employment in the vocation.
Space, ecuipment and supp?ies may well come within the area of advice and assist-
ance from the committee and an effective instructor and his class will profit
from such practical assistance. The sequence of jobs, the religious knowledge and
the teasching methods are determined by the instructor with the advice and assist-
ance of the Advisory Committee. The Advisory Committee, however, is never admin-
jstrative or policy-making in function, as such responsibilities rightfully belong
to the Board of School Trustees and their administrators. Neither should the
Committee or any of its members attempt to function in the capacity of teacher
of a class. There remains, however, an area in a1l vocational education instruc-
tion where the Advisory Committee may render a function of inestimable value to
both the trainee and the vocation.

Importance of the Advisor Committee - Results of vocational-technical edu-
cation %ns?ruction Th Tnstances where Advisory Committee services have been
available and effectively used, prove the value of such services. Instruction
in agriculture has become infinitely correlated with all agencies and organi za-
tions which deal with farm problems, thus binding reality and significance to
instruction in agriculture. Homemaking, a vocation in which nearly all girls will
engage, is being taught in terms of actual home and family 1iving situations,
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because Advisory Committees have aided or may aid in making it realistic. High
school and post-high school technical students who are instructed in classes
assisted by Advisory Committees enter employment as apprentices or technicians
with a knowledge and skill distinctly advantageous to the trade, to management,
to the individual worker and to the community, State and nation. This is also
true of the employed trade and industrial worker who is instructed in short unit
trade supplementary classes. Advisory Committees play a large part in practical
nurse training programs in helping recruit and select students and giving advice
in the overall training program. This applies equally well with other health
occupations training programs. As in agriculture, homemaking, and in the trades
there are distinct advantages resulting to vocational training in the vocational
office and distributive education fields from the services of qualified Advisory
Committees. In addition to the direct benefits to vocational-technical educa-

"tion, Advisory Committees serve a most valuable purpose in keeping the general

public informed relative to the objectives and results being obtained in voca-
tional education. Additional information concerning the establishment and oper-
ation of advisory committees may be obtained from the Division of Vocational-
Technical Education, State Department of Education.
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VOCATIONAL GUIDANCE AND COUNSELING

Vocational guidance and counseling plays an important role in an effective
vocational-technical education program. If it is to function properly, it must be
designed to (1) provide the individual with information necessary for realistic
vocational planning; (2) assist him while pursuing the plan; (3) aid hir in voca-
tional placemeint; and (4) conduct follow-up procedures to determine the effective-
ness of the vocational instruction and guidance and counseling program. A Tocal
program of vocational guidance and counseling must include the following objectives:

(1) provide counseling services to aid the individual in assessing his
vocational interests, aptitudes, abilities and opportunities;

(2) collect, maintain and utilize educational and occupational information;

(3) collect, maintain and interpret individual data useful in the counseling
process;

(4) counsel in-school youth in selecting and planning their vocational
objectives and in their progress toward realization of their chosen

goals;

(5) provide follow-up services for school leavers to secure occupational
and educational education useful in evaluating the school's vocational-
technical program including guidance services, and to extend continuing |

services to the individuals;

(6) provide placement services to assist the individual in making appropriate
choices of training and employment opportunities.

Systematic placement shall be available to students and school! leavers through
school guidance services programs and cooperating referral agencies. The primary
referral agency is the Nevada State Employment Service and a State agreement with

this agency is in effect.

The relationship between the State and local guidance and counseling services
shall be that of cooperation and helpful partners. Persons assigned vocational
guidance function under the provisions of the Nevada State Plan for Vocational
Education must furnish reports and information required by the State Supervisor.
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INSTRUCTION TO BE EXCLUDED

A program of vocational instruction may be supplemented with such general
education in cultural subjects as may be necessary to develop a well-rounded
individual. However, such instruction cannot be supported by Federal funds or
by State or local funds used for matching unless it fits in one of the two

following categories:

(1) Funds allocated under Section 3 of the 1963 Act may be used to provide
instruction necessary for a bonafide vocational student to benefit from
instruction related to the occupation for which he is being trained.

(2) Funds allotted under the Smith-Hughes Act and Title I of the George-
Barden Act for certain fields of vocational education may be used for

part-time general continuation classes.

The instruction will not be designed to fit individuals for employment in
recognized occupations which are generally considered to be professional or as
requiring a baccalaureate or higher degree. Courses designed for college cre-
dit leading to a baccalaureate or higher degree are reserved for institutions
of higher learning and are not considered as vocational-technical under provi-
sicns of the Nevada State Plan for Vocational Education. Examples of occupa-
tions which are generally considered professional or as requiring a baccalau-
reate or higher degree, and are therefore excluded from those occupations for
which vocational educations funds under the Nevada State Plan may be provided.

Accountants and Auditors

Actors and Actresses

Architects, Artists and Sculptors
Athletes, Professional

Authors, Editors and Reporters
Clergymen

Engineers, Professional

Lawyers
Librarians, Archivists and Curators
Life Scientists, including Agronomists, Biologists and Psychologists

Mathematicians
Medical and Health Professions, including Physicians, Surgeons,
Dentists, Osteopaths, Veterinarians, Pharmacists and Four-year Degree Nurses

Musicians . .
Physical Scientists, including Chemists, Physicists and Astronomers

Social and Welfare Workers

Social Scientists, including Ec
and Sociologists

Teachers and Educators

The above is not intended to exclude from vocational instruction those semi-
professional, technical, or other cccupations which are related to those listed,

but do not themselves require a baccalaureate degree.

onomists, Historians, Political Scientists,




OPERATING EFFECTIVE VOCATIONAL-TECHNICAL EDUCATION PROGRAMS

Some factors significant in operating an effective program of vocational-
technical education are (1) employing highly qualified and efficient personnel;
(2) relating the program directly to employment opportunities and needs of youth
and adults for opportunities in vocational-technical education; (3) analyzing
occupations as the basis of specific course content; (4) providing needed facili-
ties and equipment; (5) allowing sufficient time for instruction to develop skills
and judgment for the accepted levels of performance in the student's chosen occu-
pation; and (6) evaluating and continual revising of the programs; as well as
(7) engaging in needed research; and (8) cooperation with interested groups.

FEDERAL FUNDS ARE INTENDED TO SUPPLEMENT STATE AND LOCAL FUNDS

Federal funds allotted to the State under the Vocational Education Acts must
be used to supplement (not supplant) and, to the extent practical, shall be used
to increase the amount of State and local funds that would in the absence of such
Federal funds he made available for the purposes of the Vocational Education Act.
Further, the funds are intended toward the end that: A1l persons in all communi-
ties in the State shall have ready access to vocational-technical education; such
education is of high quality and such vocational education is suited to the needs,
abilities, and interests of the students.

ADEQUATE LOCAL SUPERVISION REQUIRED

The Tlocal educational agency is required to adequately supervise and evalu-
ate its vocational education programs. Prior to the State Board approval of
granting participating Federal or State vocational education funds, the State
Board staff shall determine that adequate supervision for requested programs is
provided. In order to insure this requirement is accomplished the State Board
staff may require reports and make local education audits to determine that local
supervision and evaluation is being carried out.

GENERAL CONTINUATION CLASSES

The State Board may approve part-time general continuation classes at such
time as the need arises. These classes are for persons who have left the full-
time day school to enter upon employment and are enrolled for instruction which
is designed to increase their tivic intelligence, rather than to develop speci-
fic occupational competence. Such part-time general continuation classes are
limited to those under 18 years of age.

COOPERATIVE WORK EXPERIENCE

Whenever vocational and technical instruction can best be provided through
a program of cooperative work experience, the State Board may authorize use of
Federal and State funds for such cooperative programs. Whenever the State or
local educational agency offers cooperative work experience programs, the State
Board through its staff shall determine that such classes are organized through
cooperative arrangements (preferably in writing) between the schools providing
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yocationa1 instruction to student-learners.in the class and the employers provid-
ing on-the-job training through part-time employment of such student-learners.

. Such arrangements shall provide for (1) the employment of student-learners
in conformity with Federal, State and local 1aws and regulations and not result-
ing in exploitation of such student-learners for private gain, (2) an organized

program of training on-the-job, and (3) supplemental vocational instruction in
the school. .

APPRENTICESHIP PROGRAMS

As provided in Nevada Revised Statutes 610.120, "the administration and su-
pervision of related and supplemental instruction for apprentices, coordination
of instruction with job experiences, and a selection in training of teachers and
coordinators for such instruction shall be the responsibility of State and local
boards responsible for vocational-technical education." The term "apprentice"
means a worker who is learning a recognized apprenticeable trade in accordance
with a written apprentice training agreement between the apprentice and an indi-
vidual employer or group of employers which either provides for or makes refer-
ence to a document which provides for (1) a given length of planned work exper-
jence through empioyment on-the-job, supplemented by appropriate related instruct-
jon, and (2) other recognized standards and requirements of apprenticeship. The
State Board through its staff and within available Federal, State and local funds,
assumes responsibility of providing vocational instruction to apprentices which
is supplemental to training on-the-job.

INSTRUCTION NECESSARY TO BENEFIT. FROM TRAINING

Where necessary, the State Board shall provide instruction that is related
to the occupation for which tne student is being trained. "Instructior which is
necessary for the student to benefit from vocational instruction" imeans instruc-
tion which is designed to enable individuals to profit from instruction related
to an occupation for which he is being trained by correcting whatever educational
deficiencies or handicaps prevent him from benefiting from such instruction.

Such instruction must be provided in courses which are an integral part of the
vocational education program in which the student is enrolled.

ADEQUATE FACILITIES, EQUIPMENT AND MATERIALS

Classrooms, libraries, shops, laboratories, and other facilities (including
instructional equipment, supplies, teaching aids and other materials) will be
adequate in supply and quality to meet the standards approved by the State Board
so that such facilities enable those who are to be trained to meet the occupa-
ticnal objective for which the training is intended.

In the event the State Board or local educational agency cannot provide such
facilities or materials, but they are available in a business or industrial or
other establishment, Federal and State funds may be used to provide for voca-
tional and technical instruction in such establishments, provided that such
instruction meets all the standards and requirements of the State Plan for Voca-
tional Educatior.

- 40




E

[y

Fulr

Toxt

rov

RIC

c

YOUTH ORGANIZATIONS

When the activities of vocational education youth organizations complement
the vocational instruction offered, such activities will be supervised by persons
who are qualified as vocational education teachers or supervisors with the State.

RELATIONSHIP WITH THE STATE EMPLOYMENT SERVICE

~ The State Board for Vocational Education has entered into a working agreement
with the Nevada State Employment Security Department whereby the local employment
services offices will provide the local vocational agencies with information re-
garding employment needs and will assist in the placement of vocational education
graduates. The local educational agencies, in turn, are expected to cooperate
with the Employment Service in providing information needed by the Employment
Service to place students into gainful employment.

REVISION OF POLICIES

This Policies and Procedures Manual may be revised as and when necessary tc
meet conditions imposed by change of State and Federal laws and regulations, or
as State and Federal policies governing the vocational education standards and
policies set forth herein. Improvement in the program of vocational-technical
education as conducted in Nevada is constantly sought. Hence, any suggestion
for a necessary change in policy not inconsistent with State and Federal standards
or State and Federal laws is regarded with favor and will be given due consider-
ation.




II.

IT1.

IV.

VI.

SECTION IT

AGRICULTURAL EDUCATION

Objectives of Instruction

Vocational education in agriculture under the Nevada State Plan and in
accordance with Federal laws is intended to provide jnstruction to meet the
occupational needs of persons thirteen (13) years of age and older. The
two groups to be served include high school youth and adults who desire to
improve themselves in specific occupations.

Agricultural Teacher - A Part of the Community School Program

High school classes in vocational agriculture are to be operated as part of
the regular work in high schools. The instructor in such classes shall be
under the direct supervision of the local superintendent or principal, just
as any other reguiarly employed high school teacher. Such instructor may or
may not teach other high school subjects. In case an agricultural instructor
teaches classes or is responsible for other scheduled school activities in
addition to vocational agriculture, reimbursement on his salary shall be
prorated according to the fraction of his time devoted to the teaching of
vocational agriculture.

The qualifications for a vocational agriculture teacher are Tisted in a

separate section “Certification Requirements”.

Students Supervised Farming Requirements

A1l students enrolled in vocaticnal agriculture are required to plan and
conduct a supervised occupational experience program that will be under
the direct supervision of the yocational agriculture teacher. The students
are required to keep records of their activities.

Future Farmers of America (FFA)

A Future Farmers of America chapter shall be organized in each yocational
agricultural department as an integral part of the Tocal department of
vocational agriculture. The vocational agriculture teacher shall serve

as advisor to the local chapter and shall be responsible for the direction
and operation of the chapter.

Program of Instruction

a. The instruction will deal with the practical problems of the students
and be flexible enough to adjust to the types of occupations the
student will need to gain employment.

b. The nature and content of the instruction will be based primarily on
thedstudent's program and that of the occupational needs of the
student.

Total Hours of Instruction

Total hours of instruction will conferm to one of the following plans:




- VII.

VIII.

IX.

Plan A

The minimum length of the class period shall be the length of time apprqved
for accredited Taboratory classes by the State Board of Education, provided
all voecational agriculture classes shall meet at least an actual average of
ZSﬁ ginutes net per week or have the equivalent time per week in a rotating
schedule.

Plan B )

A ninety-minute period of class instruction five days per week for each
class, each year.

Plan C

Two consecutive sixty-minute periods of class instruction per day, five
days per week, for one year; and one sixty-minute period of instruction per
day, five days per week for the other years.

Plan D
Two consecutive sixty-minute periods of class instruction per day, twe days

per week, and one sixty-minute period per day, three days per week for each
class, each year.

Length of Course in Years

Local boards of education must offer a minimum of three years of vocational
agriculture in a senior high school, or the equivalent number of semesters
of specialized classes.

Period of Employment for Agricultural Teacher

He must be employed on a twelve-month basis. He shall be entitled to not
more than two weeks for vacation exclusive of all legal holidays. In no
event shall vacation and summer school include more than four school
weeks. In establishing salary schedules, the local school board should
give additional proportionate salary for summer services rendered by the
teacher of vocational agriculture emplcyed on a twelve-month basis. Such
allowance should be clearly stated on the contract.

A plan of summer activities shall be submitted to the State Supervisor and
school officials by June 1 each year.

Provisions for Official Travel

The county school district shall provide funds for transportation and

travel expenses for the supervision of vocational agriculture programs. A1l
travel of teachers of vocational agriculture for which reimbursement is
sought is to be reported to the county school administration and to the State
office.

2. Transportation costs in seryvice area for:
§1) Surveying the needs of the service area or development of program.
(2; Visiting prospective students of day school or adult farmer classes.
3

Visiting farms and homes to advise and evaluate supervised farming
programs.

44




X.

(4) Superyising actiyities of the Future Farmers of America in service
area.

(5] Other activities necessary in promoting and deyeloping the yoca-
tional agriculture program in the seryice area.

b. Travel expense of teachers of vocational agriculture for attending profes-
sional or other meetings approved by the State Board for Vocational Educa-
tion may be reimbursed by the State Board.

Advisory Committees

=2
[}

Each agriculture department shall haye a local advisory committee to serve as
consultant on matters of course content, methods, procedures, and standards.
The committee shall consist of persons selected for their interest in and
concern with agricultural education.

a. Duty
The local advisory or consulting committee shall serve in an advisory
capacity only to Tocal school personnel in the planning and evaluating of
programs in agricultural education and shall assist in interpreting the
program to the public.

Facilities and Equipment

The school district is expected to provide and maintain adequate space and
equipment necessary for a successful vocational agricultural program. Plans
for such adequate space, facilities, and equipment may be obtained from the
State Supervisor of Agricultural Education.

The vocational agriculture teacher may or may not teach adult classes. A
person qualified under the provisions of the State Plan may teach such a
class under the supervision of the vocational agriculture teacher. Reports
of attendance shall be made to the office of the State Supervisor.

Adult Farmer Classes (Post High School)

Adult Farmer Classes

Adult classes may be organized when a sufficient number of adults can be en-
rolled to make the class work effective and financially possible. The mini-
mum age for enrollment shall be sixteen (16) years. Class sessions shall not
be less than 120 minutes in length. The minimum number of class meetings per
year shall be ten (10) with not Tess than twenty (20) clock hours devoted to
group instruction, :

Program of Teacher Training

Approved Teacher Training Institution

The University of Nevada, Reno, Nevada has been designated by the State Board
for Vocational Education to give the training in agriculture and agricultural
education for teachers of vocational agriculture. The teacher trainer in this
institution shall be directly responsible to the State Supervisor of Agricul-
tural Education for carrying cut the program of professional training of such
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teachers. The State Board for Vocational Education shall reimburse the
teacher training institution under the terms of an annual contract which 1s
based upon the time devoted to professional agricultural education.

2. Annual Teachers Conference

The teacher of agriculture in a qualifying school is required to attend the
annual summer conference conducted by the State Board for Vocational Educa-
tion. The State Board, in calling the conference, will authorize in advance
of each conference a specific amount for travel and other expense for the
teacher. The amount will be based on the number of days of conference and
the distance traveled. The school district will be reimbursed in full for

this expenditure.

3. Summer School for Agricul tural Teachers

Agricultural teachers will become well grounded and experienced in all
phases of the local program before requesting leave time on pay for summer
school attendance. As much as two weeks of leave time on pay per year
when matched with vacation time, may be deyoted to advanced training as
approved by the local school district and the state supervisor. However,
the full time allowance for such training, conference, and vacation may
not exceed four weeks per year. During the time the teacher is away from
his home district, adequate proyisions will be made to insure that student
projects are maintained in a condition satisfactory to the Tocal school
superintendent and the state supervisor.




i VOCATIONAL AGRICULTURE

|
J% | Two avenues of approach which are acceptable, but, in each approach, precautions
ik | must be taken to insure adequate guidance of students and content of course
ﬂ" materials.
’ | Mecnanics Classroom Sup. Programs
| Vo-Ag 1
i Safety L FFA Leadership Supervised farming pro-
ﬂv . Tool identification FFA organization grams, record keeping,
iRl Supplies Agriculture occupations occupational programs,
B Blueprints Record Keeping project selection.
| Power equipment
n Painting
'§ Tool reconditioning
I Vo-Ag 1I
! Welding FFA actiyities Project selections
| Building construction Livestock & Meats Improvement projects
f Electricity Judging - Daipy Record Keeping,
| budgets.
1 Vo-Ag III
} Gas Engines FFA activities Off-faym occupations
s Tractor maintenance Crop studies Budgets
1 Farm Shop Projects Farm financing Award applications
f Farm Management
§ Vo-Ag IV
1 Machinery operation FFA activities Off-farm occupations
| Maintenance & repair Farm Laws - taxes Award applications
] Farm shop projects Banking - Insurance Record keeping
Farm Management
I
1




VO-AG I OR BASIC AGRICULTURE
(9-10-11-12)

Prerequisite to any of the courses below:

Semester or year courses grades 10-11-12

Animal Science Farm Machinery
Plant Science Welding

Range Management Advanced Welding
Rural Leadership Small gas engines
Dairy Management Farm engines
Horticulture (Ornamental) Diesels
Greenhouse Management Cold Metal
Veterinary medicine Operation, care,
Forestry maintenance, and
Agriculture Salesmen management

Soil and water management
Farm Structures
Carpentry
Electricity
Plumbing
Concrete and Masonry

The FFA, as an integral part of yocational agriculture, is included in
each of the above courses.




SECTION ITT

VOCATIONAL BUSINESS AND OFFICE OCCUPATIONS

These policies and procedures have been compiled to assist school

districts in planning and developing programs for business and office occu-
pations with State and Federal funds.

Because of the complexity of training cpportunites and training programs

“being conducted by Tocal communities, and the diversity of the institutions
conducting these programs, a comprehensive statement concerning curricuium
development is not the intent of this paper. However, there are basic elements
common to any job-oriented training program. These include:

II.

. A career job-oriented objective
. A career job-oriented sequence of courses
. A vocationally competent and experienced teacher

. An educational training program that is coordinated by those who
are potential employers through advisory committees

. An opportunity to develop office occupational competencies in
Taboratory occupational procedures

. A class session sufficient for effective teaching and Tearning

. A training facility that is up to date and complete to develop
the skills needed for employment

. A placement and follow-up procedure that effectively supports the
training program

. A local teacher education policy that permits continuous contact
with a variety of potential employers

OBJECTIVES OF INSTRUCTION

Vocational education in business and office education, under the State
Plan, will be designed to meet the needs of personc over 14 years of age
who have entered or are preparing to enter a business or office
occupation. |

OCCUPATIONS TO BE SERVED

Business and office occupations are defined here as those occupations
pursued by individuals in public and/or private enterprises or organi-
zations which are related to the facilitating function of the office
and include such activities as recording and retrieving of data, super-
vision and coordination of office activities, internal and external
communication, and reporting of information.
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III. SPECIAL STANDARDS AND REQUIREMENTS

A.

Organization and Content of Instruction

The content of the program of instruction shall be derived from the
occupational needs of the enrollees in reference to the business
and office occupational objective.

Supervised Practical Experience

Preparatory instruction shall be provided either in preparatory
classes utilizing participation activities or in cooperative classes
utilizing on-the-job training through part-time employment. Parti-
cipation activities shall include special office projects or office
research studies. On-the-job training, a portion of which is during
the regular school day, shall be career-oriented for such enrollee.

The sequence of courses and course content should be organized to
provide skills needed for entry employment in present and emerging
office occupations. Present business and office education training
programs may need to change only slightly to implement those pro-
visions previously discussed.

Teachers of Vocational Office Occupations Training Programs

See Vocational-Technical Teacher Certification Requirements.

Teacher In-Service Training

The Vocational-Technical Education Division, State Department of
Education, calls meetings for the purpose of disseminating infor-
mation to teachers and teacher-coordinators of office occupations.
Training may be provided through regular institutional courses,
short intensive courses, summer workshops, State, area, and local
conferences and other forms of meetings. These various forms of
meetings will be conducted under the supervision and direction of
the State Supervisor in cooperation with the University of Nevada
or a county school district for the training and professional growth
of the teachers and teacher-coordinators of business and office
occupations.

IV. GENERAL PRINCIPLES IN BUSINESS AND OFFICE OCCUPATICNS

A.

Advisory Committees for Business and 0ffice Occupations

Local school trustees should appaint an advisory committee of adults
representing various interests of the community to advise and assist
in relating the business and office occupations program to the occu=-
pational needs of the in-schoal youth and adults.
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G.

Annual Business and Office Occupations Summer Conference

The teachers and teacher-coordinators of qualified business and
office occupations programs are expected to attend the annual summer
conference conducted by the State Board for Vocational Education.
School officials having reimbursed programs should make every effort
to see that their eligible staff members attend.

Coordination Time

Local school administrators must provide the teacher-coordinator of
a cooperative office occupations program with sufficient time to
adequately coordinate the in-school instruction and the student-
learner's on-the-job training.

Vocational Office Youth Organizations

Each reimbursed school program should provide for the establishment
of a local chapter affiliated with the State and national
organizations.

Extended Employment

7’

The teacher-coordinator should be employed for two to four weeks
beyond a regular teacher's empioyment period to provide time for
coordinating, placing of students, community surveys, and planning
adult classes. It is recommended that the majority of this extended
employment, jointly approved by the local superintendent and the
State Supervisor, be at the beginning of the school year.

Facilities and Equipment

The school district will need to provide and maintain adequate space
and equipment necessary for a successful business and office occu-
pations program. It is further recommended that counseling services
be provided the students engaged in this program.

Student Records and Reports

Each teacher and teacher-coordinator will maintain proper records of
students and submit reports as required by the State Supervisor.

Such reports shall include for each enroilee: name, age, Sex, name

of employer, occupation, hours of employment, hours of instruction,
and/or other information as required.

Voluntary Agreement for Training Stations

The classes for in-school youth must be organized through voluntary
cooperative agreements (preferably in writing) between the schools
and employers, which provide for legal employment of the students,
an organized program of training on the job, and the supplemental
vocational instruction in school.




V. TYPES OF REIMBURSABLE TRAINING PROGRAMS

Two forms of high school job preparatory programs in business and office
education are eligible for reimbursement: The high school business
education program and the office cooperative program.

A. High School Programs

The first and most frequent form is found 1in the business education
departments in comprehensive high schools. These programs offer
training needed for entry office occupations as general clerks or
stenographers.

The State Plan specifies the high school business and office educa-
tion programs may qualify for reimbursement of office preparatory
courses providing the courses are vocationally oriented and are ‘part
of an approved business and office education sequence. The minimum
standard for this sequence must provide concepts, attitudes, and
skills needed for entry employment in the field for which training
is being offered.

B. Office Cooperative Programs

The second type of job preparatory training program found in com-
prehensive high schools is the part-time office cooperative program.
Such preparatory programs can be defined as cooperative education
programs between the business, community and the school, permitting
the student to attend schooi for a portion of time and be employed
in an office training station where on-the-job training is conducted.
The cooperative training programs exist in schools that provide at
least one hour each day of instruction related to the training
station of the student. This related office education, office
procedures, Or occupational relations class is taught by the
coordinator.

* Because State and Federal laws relating to employment must be ob=
served, only students 16 years of age or older should be considered
eligible for the office occupations program, Trainees should be
employed in a business office occupation an average of not Tess than
fifteen (15) hours per week.

The local school will provide adequate time for the teacher-
coordinator to visit employers and student Tearners on their jobs.

Evening and part-time extension programs for adults presently
empioyed or with empToyment assured in office occupations may be
offered by local school districts in cooperation with the State Board
. for Vocational Education. These programs are conducted by the school
I  districts with financial support from the State Board for Vocational

: Education. Classes for adults may be of a short-term nature to pro-
vide specific instruction for particular office occupations.
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Instructors for these classes shall be proficient in the speciali-
sation for which the class was organized, and shall have had sufficient
occupational experience in the area for which instruction is to be
provided. It will be the responsibility of the local administrator,
director, or supervisor and the State.Supervisor to evaluate the
qualifications presented. In-service training may be necessary to
familiarize a prospective instructor with teaching methods. A
renewable special adult office occupations certificate is good for

two years. (See Certification Requirements.)
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SECTION IV

DISTRIBUTIVE EDUCATION

Nature of Distributive Education

The high school and post-high schooi programs of distributive education
function within the framework of the overall curriculum of the high school, com-
munity college, or junior college. Each of these programs is a cooperative
enterprise, using the facilities of the high school, community college, or junior
college and the marketing and merchandising resources of the community. Because
most of the student placements have been in retail establishments, the instruc-
tional program has been developed to a great extent in this area. This is not to
suggest, however, that distributive education in high schools or junior colleges
is to be labeled a retailing program; nor is it principally concerned with the
acquisition of specific skills, as an end goal, by enrollees. The program is
concerned with the realm of distribution and not entirely with the beginning
positions in retailing which, inevitably, are the initiating experiences for the
majority of students seeking careers in distribution. The program of distribu-
@iv% ed:gation, therefore, reflects a dual role in presenting this vocational
instruction: ‘

1. Instruction designed to meet specific requirements of the job
on which the student is receiving training and experience.

2. Instruction designed to meet the requirements of future positions
students will assume which provide opportunities for greater
service and responsibilities within the field of distribution.

Establishing a Program of Distributive Education

The broad determinants of success in distributive education, as in any
school subject, are (1) the general conditions under which it must develop,
(2) the acceptance it is accorded and the care with which it is organized irefye,

school and community, (3) the instructicnal program, and the provisions for securs
ing its future.

The hope for the successful progress of a distributive education program
must be based on the following four assumptions: (1) that the Tocal school admin-
istrators believe in a curriculum properly balanced between general and vocational
education and be earnest in advocating a sound program in the distributive occupa-
tions; (2) that there is and will continue to be a need for the program in the
community; (3) that enroliment in the classes is the result of sound guidance in
the school; and (4) that parents, business leaders, and school administrators
evidence genuine interest in supporting the program. As time passes, the more
affirmative these assumptions become, the greater success the program will enjoy.

The following procedures should be followed in establishing a distributive
education program:

1. Develop a tentative plan -- A brief and tentative plan should be
Written to embody all essential information concerning the program.
It should answer questions that will be asked by businessmen, parents,
pupils, and the school board. The plan becomes a guide in ccnducting
interviews and conferences to follow; but being tentative, it can be
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altered, within limits, to meet any special conditions found to exist
in the community. By the time classes begin in the fall, it will nave
assumed a more permanent and complete form and should be the most suit-
able plan for that particular community.

Conduct informal conferences -- Informal conferences with individuals

and with groups should be held. In these meetings, the superintendent

of schools, representatives of merchant groups, civic groups, parent-
teacher associations, and Tabor will have an opportunity to review the
plan and to clear up pertinent points by asking questions.

3. Make a pre]iminar¥ occupational surve¥ -- If the plan is favorably re-
ceived, the school administrator shou d arrange for a preliminary occu-

pational survey of employment opportunities in the community in distribu-

tive businesses which conform to the requirements of the plan relating

to "training stations" in which students are to be placed for their on-

the-job training. It is recommended that not more than 30 students be

enrolled in a full-time program the first year it is in operation. The

teacher-coordinator will need relief from detail to gain time to devote

to establishing the quality of the program and to attack the problems

that inevitably arise in new programs. Therefore, 30 well-selected train-

ing stations will be satisfactory; however, it is considered wise to have

more jobs Tlined up than are actually needed because some businesses may

B%t bedab1e to fulfill their promises and good intentions for employing
students.

a. The occupational survey will reveal the following:
(1) Determine the number and type of desirable part-time distribu-
tive occupations which are available for distributive education
students.

(a) A schedule of processes, listing training areas, will be
made for each job.

(b) A job analysis will be made for each job.

(2) The survey will make it possible for the teacher-coordinator
to:

(a) Secure the best training facilities.
(b) Secure a balanced ratio of Tearners to employees.
(¢) Meet employees' training needs.

(3) Through the survey the school administrators will learn:

(a) Possible distributive occupations for which training
could be offered

(b} Employment trends in distribution

(c) Attitudes and interests of business and industrial leaders.
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(4) The survey will reveal opportunities for employment in
marketing and distribution.

The survey will show the willingness of merchants and others
to cooperate with the school in training youth fcr careers in
marketing and distribution.

b. The following factors shouid be seriousiy considered in
selecting the training station where the DE student will
be placed to receive his on-the-job training:

(1) Standards must be such that they will provide from
360 to 450 clock hours of training per school year.

(2) The student's duties and responsibilities must
challenge his abilities and interests.

(3] The training facilities must be of the type that
would provide training in modern methods of mer-
chandising.

(4) The personnel must be of high character.

(5) The employer and personnel must appreciate the value
qutechnica1 training as it relates to the job or
jobs.

(6) The employer and personnel must have a sincere inter-
est in the training of a student.

(7) Adequate provisions must be made for the protection
of the physical, moral, and mental welfare of the
student.

(8) The student must be under the supervision of a
qualified training sponsor at all times.

4. Conduct a student survey -- The next step in establishing a distribu-
tive education program, after the occupational survey has been com-
pleted, is to conduct a student survey. A student survey must be made
to determine the number of students interested in, and who have the
aptitude for, the distributive occupations. The student survey should
be conducted just before pre-enroliment for enroliment in DE the follow-
ing school year.

I. Objective of Instruction

A. A vocational education in distributiye occupations under the State Plan
shall be designed to meet the needs of persons over 14 years of age who
have entered or are preparing to enter a distributive occupation.

B. The program is designed to increase the skill, technical knowledge,
occupational infermation, understanding, morale, appreciation, and judg-
ment of management and workers.

C. To prepare workers in distribution to transfer to a related kind of work
in another distributive occupation, or to move to higher level positions
in a given occupation.

II. Occupations to be served

Occupations to be served are those followed by workers directly engaged in
marketing activities, or in other activities that involve contacts with buyers
and sellers. In such contacts, workers do the following:
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1. Distribute farm and industrial products to consumers, retailers,

jobbers, wholesalers, and others; or sel] services. .
2. Manage, operate, or conduct a retail, wholesale, or service business.

II11. Vocaticnal guidance and counseling

The State Department of Employment Security will sup?Iy to local educational
agencies .ccupational information regarding reasonable prospects of emplcy-
ment in community and elsewhere. The local education agency will make
available to the State Department of Employment Security the occupational
qualifications of persons leaying or completing secondary out-of-schoel,
and special classes for vocational distributive training. The local educa-
tion institution shall provide vocational guidance and counseliing personnel

and service adequate to:

A. Provide individual students with information necessary for
realistic vocational pianning.
. Assist students in carrying out their yocational plans.”

Aid students in vocational placement.
. conduct follow-up procedures to determine the effectiveness of the

yocational instruction and guidance and counseling programs.

US‘)W

Through a periodical survey of the various businesses, satisfactorﬂ training
stations are established. The facts of the suryey combined with the store
attitudes and position in the community determine the type of training
station that can be developed based on its present and future potential as

a source of placement.

The State staff will also make, or cause to be made, periodic evaluations
of local guidance and counseling programs for the purpose of maintaining
and impraving their effectiveness.

*A11 students enrolled in the distributive education programs must
have an occupational objective which is a matter of record.

Iy. Specific standards and requirements for:

A. Secondary school programs

Classes will be offered for selected high school students with
stated career objectives leading into a distributive occupation.

1. Advisory Committees

A1l programs of instruction shall be developed and operated
in consultation with a representative advisory committee.

2. Curriculum will be:

a. Directly related to each student's needs.
b. Designed to fit individuals for gainful employment.
c. Provide an accurate definite training plan for each

student.
d. Systematically organized to proyide classroom, 1ab-

oratory, or work experience. ~
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e. Derived from the function of marketing snd a knowledge
of products and services in refererce tu occupational
objectives of this student.

Facilities

Classroom facilities and teaching materials must be adequately
provided for all distributive education programs. Classrooms
must be well lighted, properly ventilated, with adequate
teaching equipment, materials and supplies, and other teach-
ing aids, in order to insure a quality of instruction to enable
those who are to be trained to meet their stated vocational
objective. See the Distributive Education Coordinators' Guide
available from the State Board for Vocational Education.

Minimum class time requirements

Schools operating a high school or junior college program shall
follow one of the following scheduling plans or on approval of
the State Supervisor of Distributive Education other procedures
may be accepted.

1. In preparatory classes not providing cooperative experience
and conducted in the full-time school, the following condi-
tions shall prevail:

(1) Utilize individual training plans.

(2) Provide learning experience through incorporating
supervised work experience, or simulated practices,
and a variety of such learning experiences as directed
observation, situation analyses, business gains, mark-
eting problems, product promotion, and individualized
projects in order to direct and measure the achieve-
ment of problem solving and qualifications in occupa-
tional objectives. ]

2. The regular instructional program is designed for full-time
students, high school and post-secondary programs whose em-
ployment goals represent a group of recognized occupations
in a field or function of distribution.

(1) Preparatory classes utilizing supervised, cooperative
training should be organized according to one of the
following Plans:

Plan A - a program covering two (2) school years providing
an average of at least one (1) class period per
day of the regular schedule for vocational in-
struction in distribution.




Plan B - a program covering one (1) school year providing
an average of at least two (2) class periods per
day of the regular schedule for vocational in-
struction in distribution.

lan C - a program covering one (1) school year providing

an average of at least one (1) class period per

day of the regular schedule for vocational instruc-
tion in distribution in classes limitad to the
cooperative group enrolling:

(a) Those who have completed one unit (two semes-
ters) of vocational instruction in distribu- -
tive subjects incorporating participation ac-
tivities or -

(b) those who have completzd at Teast two (2) units
(equivalency of four (4) semesters) of instruc-
tion in a vocational program approved under the
State Plan.

Note: For each of the above plans the part-time cooperative
anrollee shall be employed in the distributive occupation

in which he is being trained for an average of no less than
fifteen (15) hours per week during the schoo’ year, or 450
hours in nine months.

(2) Preparatory classes incorporating participation activi-
ties in individual training plans should be organi zed
according to one of the following plans:

Plan D - a program cevering two (2) school years providing
an average of at least two (2) class periods per
day of the regular schedule for vocational in-
struction in distribution.

Plan E - a program coverin? one (1) school year providing
an average of at least two (2) class periods per
day of the regular schedule for vocational instruc-
tion in distribution.

Plan F - a program covering one (1) school year providing
an average of at least one (1) class period per
day of the regular schedule for vocational instruc-~
tion in distribution enrolling only those who
have completed the equivalent of four (4) semes-
ters of instruction in a vocationai program approved

under the State Plan.
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(3) Instructional Program

A. Cooperative classes shall meet the following con-
ditions:

(1) Schcol approval of on-the-job training activi-
ties and training statious.

(2) Credit recognition for proficiency i9 on-the-
job training assignments.

(3) Remuneration for work performed at training

stations.

5. Student qualifications

Cooperative classes shall be 1imited to students who will com-
plete 450 hours of on-the-job training dur..ig a 12 morth period.
The student must ~/1fi11 all the requirements, of age, class,
appearance and ir"e1ligence before he is accepted in the pro-

gram.

Guidance gnd counseling shall be utilized in selecting students
for the distributive education program. The student is selected
on the basis of: interest, aptitudes, ability to learn,
persoga11ty, health status, past achievement, family back-
ground.

Program of Instruction for Preparatory Classes in the Project Plan --

The program of instructfon for the project pian will be the same as the
cooperative plan, except the student will not be required to be employed part-
time in a distributive occupation. However, it would be desirable to utilize
on-the-job training in a distributive occupation on a periodic basis.

Instruction in the project plan (Plan D, E, F, G, or H) will include
special group and individual activities such as: Individual projects, creati-
in? displays, conducting sales demonstrations, field trips to distribative or
related businesses, special oral and written reports on business orientation,
guest speakers representing specific phases of business, individual studies
in marketing surveys, and group assignments of conducting creative marketing

projects, etc.

Distributive Education I -- This is a one-unit course for sophomore
students. 1 the preparatory DE student is periodically employed part-time
in a distributive occupation, he will not receive credit for the employment.
This part-time employment may substitute for projects that are required as a
part of his instruction in the project plan.

A junior may be enrclled if the teacher- coordinator has sufficient
favorable information, not based on opinion, that indicates it will be to the
best interest of the student to do so. No seniors will be permi tted to en-

roll in this course.
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No student will be enrolled for less than oné (1) unit of credit. This is
not a half-unit coursée.

Distributive Education I ijs designed for business career-minded sophomore
students. It is "action packed" for energetic, ambitious young men and women
who have a desire to prepare themselves for a successful career in the fast-
changing, fast-gnowing-field of marketing and distribution. Each student must
have an occupational objective in the field of marketing and distribution. The
students will learn by doing. One hour per day for five days per week will be
spent in DE classroom work. The teacher-coordinator will requive the students

to become involved in various types of projects and simulated activities.

Students will participate in well-planned and supervised field trips. They
will study and observe various kinds of retail, wholesale, and service busi-
nesses. The importance of marketing and the free enterprise system will be
stressed. Emphasis will be placed on personality improvement , human relations,
selling, product information, sales promotion, merchandising, the marketing pro-
cess, store organization and operation, and career opportunities in the field of
marketing and distribution.

Students for this course must be carefully selected. The students enrolled
should only be those who will be potential enrollees for DE II the following
year.

(See chart on the following page.)




VOCATIONAL DISTRIBUTIVE EDUCATION

THE PROJECT PLAN IN SECONDARY AND POST-HIGH SCHOOLS

Project Plan

Organizational pattern for preparatory instruction
which involves a regularly scheduled series of indi-
vidually designed activities that give students an
opportunity to apply theory in practice while de-
veloping competencies through projects related to
their distributive occupational objectives.

Basic:'dob Curricuiums

Career Development Job Curriculum

Vocationally Directed_T
Teaching in
the Classroom

/ | \x

Teaching Techniques Co-curricular Activities
Utilizing Student . of DECA
Participation

Regularly Scheduled
Projects Related to
Students' Occupational
Objectives

Project Training Record:

—

Project Method

Coordination of classroom instruction
with a series of individually designed
learning activities or projects related
to students' occupational objectives

Employment Qualifications
(Competency at level of specific
occupational objectives)

L 1
Basic Job ' Career Development Jobs




B. Adult Programs

1.

Advisory committee: (See Para raph entitled "Advisory Commi ttee
Genera]"?

Curriculum:

The adult classes will meet the specific training needs for which
they are planned. These classes can consist of short-term courses
or a long-term program which is a program made up of carefully
planned sequences of coordinated units.

Facilities:

Teaching equipment, classroom, library facilities, and teaching
aids will be adequate to enable those enrolled to meet their occu-
pational objective. Because of the needs, classes may be held in
facilities other than that of the school.

Time requirements:

The duration of the program will be of sufficient length to meet
the training objectives of the class.

Student qualifications:

Students, who are interested in information for job advancement,
may enroll in the adult distributive education program. Pre-
employment training will be offered for those lookiig for a job in
the broad area of distribution. Individuals interested in the
broad area of management and supervision may be provided programs.
A1l of these classes are designed for persons over the age of 14.

Qualification of teachers: For Adult Programs (See Vocational-
Technical Teacher Certification Section.)

Condition of Employment

Sufficient number of qualified teachers will be employed to ade-
quately conduct the education instructional program.

C. Special Classes

1.

Special classes offering intensive, modified, or ungraded schedules
may be organized full-time for those persons who have academic,
socio-economic, or other handicaps that prevent them from succeed-

“ing in the regular vocational program.

" Instruction designed for persons whose occupational goals also re-

quire competencies developed through other vocational programs
shall be organized:

(a) Under Plans Cor F, or ,
(b) As demonstration project, or
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(c) As a separate class taught by a teacher-coordinator or
special purpose teacher.

3. Approval from the State Board for Vocational Education for each
special class must be received by each school offering such

programs.

4. A person may instruct a special class for persons with educational,
socio-economic or other handicaps who is a recognized authority on
his subject as determined by the State Board for Vocational

Education.

D. Post-Secondary Program

1. Advisory committee: {See Section entitled "Advisory Committee
General".)

A1l distributive education programs should utilize advisory com-
mittees that are representative of the businesses and the community

being served.

2. Curriculum:

The curriculum will be based upon the knowledge needs of the dis-
tributive education occupational area being served. The curricu-
Tum will be flexible to meet the vocational objectives of each
student enrolled to fit him for gainful employment.

3. Facilities:

Teaching equipment, classroom, library facilities, and teaching
aids will be adequate to enable those enrolled to meet their
occupational objective. Because of the needs, classes may be held
in facilities other than that of the school.

4. Student qualifications:

" Students over the age of 16 may enroll in a distributive education
program, and should be selected for the program based upon a
written career objective on file with the school and the students'’
interest, aptitudes, ability to learn, personality, health status,

past achievement, family background.

5. Qualifications of teachers:

a. Experience
Shall have had two (2) or more years of teaching experience,

and two years of practical work experience in the field of
distribution.

b. Education
Shall have completed a standard four-year college course with

emphasis in the area of distribution with a bachelor's degree
from an institution approved by the State Board for Vocational
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Education for training vocational distributive education
teachers and shall meet certification requirements to teach
distributive education.

6. Condition of employment:

a. School approved to maintain a cooperative distributive educa-
tion program will employ one or more qualified teacher-
coordinators.

b. Adequate school time must be provided for the teacher-
coordinator to supervise the activities of the student oi the
Jjob.

7. Youth organizations

A1l established distributive education post-secondary programs
should become chartered members of the Distributive Education Clubs
of Nevada. The club program is an integral part of the distribu-
tive program. The responsibility for the club sponsorship is that
of the local teacher-coordinator.

Youth Or.anization -- DECA, which stands for Distributive Education Clubs
of America, identifies the pregram of youth activity relating to DE.

The club program is co-curricular; therefore, becomes an integral part of
the total DE program of instruction. When a student enrolls in a distributive
education program, he automatically becomes a member of DECA. An effective pro-
gram of instruction in distributive education involves three major factors,
namely, good classroom instruction; good supervised on-the-job training; and a
good, well-roundzd ciub program.

The two basic purposes of the program of youth activities are (1) to devel-
op a respect for education in marketing and distribution which will contribute to
vocational competence, and (2) to promote understanding and appreciation for the
responsibilities of citizenship in our free, competitive enterprise system.

DECA's Importance to the Student -- DE students have common objectives and
interests in that each is studying for a specific career objective. Club activi-
ties have a tremendous psychological effect upon the attitudes of students, and
many have no cther opportunity to participate in necessary social activities of
the school cr to develop responsibilities of citizenship.

DECA members learn to serve as leaders and followers, and have opportunities
for state and national recognition that they would not have otherwise.

DECA's Importance to the School -- DECA Chapter activities are always
school-centered, thus contributing to the school's purpose of preparing well-
adjusted, employable citizens. Chapter activities serve the teacher-coordinator
as a teaching tool by creating interest in all phases of marketing and distribu-

tion study.

The DECA Chapter is the “"show window" for student achievement and progress.




It attracts students to the DE program who are interested in marketing and
distribution careers, and assists in subject matter presentation.

DECA's Importance to the Community -- DECA members have made numerous
studies and surveys to aid the economic development of their own community.
Creative marketing projects continue to encourage this type of contribution,

Many businesses favor hiring DE students because of their interest in the
job and their related school study of that particular business. Many leaders in
business and government have praised DECA for its civic-related activities.,

DECA's Importance to the Nation -- DE instruction and DECA activity con-
stantly emphasize America's system of competition and private enterprise. Self-
help among students is the rule rather than the exception, and DECA leaders give
constant encouragement to continued education.

History has proven that whenever a nation's channels of distribution fail
to function, that nation is short-lived. As DECA attracts more of our nation's
youth to study marketing and distribution, the total DE program becomes more
vital to our national security.

The DECA Chapter in Relation to Instruction -- The DECA program of youth
activity complements, supplements, and strengthens the instructional program,
Combined with classroom instruction and on-the-job training, the club program
gives greater scope and depth to the total instruction program. Success in the
field of distribution is dependent on attitudes that lend themselves to develop-
ment within an educationally centered club program. The club program provides an
avenue for the enrichment of the instructional program through activities planned
by students under the teacher-coordinator's guidance.

DE classroom instruction is concerned largely with a body of knowledge
which applies in part to the total field of distribution and in part to the imme-
diate career objective of each of the students enrolled. Experience on the job
will provide a means of trying out the concepts learned in the classroom. It
further provides an opportunity to develop needed skills through practice under
competent supervision in a realistic situation. The club program serves to round
out the classroom instruction and the job instruction by providing a controlled
method for student-centered participation in activities which are of particular
interest to the members of the club, ‘

Frequently it may be difficult to deteimine whether a particular activity
should become part of the class instruction program or part of the club program.
Certainly, current educational methodology encourages increased student partici-
pation in planning, developing, organizing, and evaluating classroom instruction.
There is an opportunity for such participation in club projects and activities.
A guideline that will serve in reaching a solution to the problem might be an
answer to the question, "Which is more to be desired in this particular project-
teacher-coordinator planning, arranging, responsibility, and leadership, or stu-
derit planning, arranging, responsibility, and leadership?" The club program
would logically lend itself to those situations where a predominance of student
participation would lead to the desired outcomes.

There are some differences in the club program and the instructional pro=-
gram. In the instructional program adults exercise direction and control, and in
the club program, students do not necessarily dominate, but are a major factor in
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all decisions. There are many i1lustrations wherein the line of distinction is
discernible.

Standards -- In the classroom, many standards are prescribed by the teacher-
coordinator; on the job, most standards are prescribed by the employers; in the
club activities, standards become the joint decision of the students and the
teacher-coordinator. In the club atmosphere, a student feels that he is being
judged by standards set by his peers.

Motivation -- Motivation factors in the classroom are those devices consid-
ered by the teacker-coordinator to be most suitable for securing student achieve-
ment. The motivation devices on the job are those considered by the employer as
logical methods of securing high quality performance. while motivation factors
developed in the club program may be quite similar to those developed in the
classroom and on the job, the students have the feeling that they have had a part
in establishing factors on which they as students are willing to work toward

desired goals.

Leadership and "Followership" -- There is an opportunity for leadership and
"followership® in the club program Wwhich take on personal meaning to the student.
In the classroom and on the job, the student quite naturally looks to the teacher
or the employer as the leader. In this relationship with the teacher or the
employer as the leader, little thought is given by the student to "“followership".
The student is accepting a situation in which he has not had the opportunity to
choose between leadership and "followership". In the club program, the student
accepts both the position of leadership and that of "followership" with some
choice as to the position that he exercises at a given moment or in a particular
activity. This, in turn, not only lends itself to the development of leadership
abilities, but also, what is just as important, lends itself to the development of
nfo]lowership" abilities in a situation in which the student has exerted some

measure of choice.

Evaluation -- Adult evaluation, as conducted by the teacher-coordinator and
employer, 1s an accepted pattern of instruction. OQuestions frequently arise as
to whether evaluation is fully understood or is accepted by the student. The
club program introduces a peer evaluation which may frequently be critical in its
approach, but which is also subject to challenge because the evaluation comes
from one who is considered an equal. In this framework there is an opportunity

for the evaluation processes to become understood and appreciated.

Areas of Emphasis in the Club Program -- The club program gives emphasis to
all aspects of the Inscructional program. For purposes of focus, certain broad
areas have been selected which lend themselves readily to methods which are
anplicable to the club program. Properly conducted, these educational activities
within the club program will also strengthen classroom and job instruction. The
five areas which have particular emphasis in the club program are:

Broadening of economic understanding

Increasing knowiedge of distribution

Maintaining an inquiring attitude toward techniques used in
distribution

. Increasing abilitiés in citizenship activities

Developing an understanding of the social and economic responsibilities

of those engaged in distribution
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DECA completes the total instructional program. Placing the club program
in this perspective suggests its relative importance to the cooperative program.
The DECA Chapter, like on-the-job training, is co-curricuiar to classroom instruc-
+ion and should in no way dominate in the DE program. It affords the student
leadership development in an environment which is student dominated. The club
program also serves to help interpret the instructional program to businessmen,
faculty, parents, and other students.

Business leaders, both men and women, are expected to join civic, social
and professionai organizations. They are called upon to serve on vafious kinds
of committees, drives, and are elected to hold leadership positions.' On almost
every hand they run into various kinds of competition. Where else or hcw else
can a student get similar training if not in a student club such as Distributive
Education Clubs of America? DECA work is real, it offers leadership training in
youth activities. It matches the civic, social, and professional clubs in which
the DE student of today will be working tomorrow. The tag line of DECA is very
%ppvogriate. It is, "DECA--Developing Future Leaders for Marketing and Distribu-

ion.

The broad purposes of a club, as advanced by the Distributive Education
Clubs of America, are: (1) vocational understanding; (2) civic consciousness;
(3) social intelligence; and (4) leadership development. A DECA Chapter program
of activities guided by these purposes is capable of serving distributive stu-
dents in line with their career objectives.

DECA activities may be classified as professional, social, civic, benevo-
lent, and fund-raising. Activities within these classifications and the methods
with which they are carried out should be evaluated in light of the major respon-
sibilities of distributive education.

It is obvious then that for a well-rounded DE training program, one which
will make it possible for a student to acquire technical and social competence
which is so essential to nappiness and success, club work should be a part of it.

Any student enrolled in any distributive education instructional program in
the nation is eligible for membership in his DECA Chapter, his State DECA Associa-
tion and National DECA. Each DECA Chapter elects its own student officers and
the DE teacher-coordinator serves as DECA Chapter advisor. Al1 chapters within
a state comprise a state association of DECA which is under the leadership of the
State DECA Advisor. Each such unit elects student officers as leaders for that
particular group.

Nevada DECA Leadership Conference -- Each year the Nevada DECA Leadership
Conference will be held during the spring semester. Each DECA Chapter will have
participants in the various contests, activities, and projects. These are of two
types, creative and participating. Both are considered to be an integral part of
the DE program. In the creative activities, the DECA members complete the assign-
ments prior to Leadership Conference, whereas, in the participating activities
they participate during the Leadership Conference.

1 The Sears-Roebuck Foundation's philosophy, "Business must account for its
stewardship not only on the balance sheets, but also in matters of social
responsibility."




Following is a list of the DECA creative activities: Area of Distribution
Manual, Merchandise Information Manual, Creative Marketing Project (Chapter),
DECA Chagter Scrapbook, and the Individual Studies in Marketing Project {7 areas
of study

The participating activities are: Advertising (ad Tayout and copywriting),

Display (judging a window display), Job Interview, Public Speaking (Topic--"DECA,

Developing Future Leaders for Marketing and Distribution"), Sales Demonstration,
Deca Student of the Year, and selecting the Nevada DECA Sweetheart.

A practical lesson in politics is encountered as the voting delegates from
each of the Nevada DECA Chapters vote on the eight Nevada DECA officers that
serve during the next school year.

One of the highlights of the Leadership Conference is the annual Nevada
DECA Awards Banquet where the DECA Chapter of the Year and the DE Student of the
Year are announced.

The first-place winners in the DECA contests held at the Nevada DECA
Leadership Conference will represent Nevada DECA at the National DECA Leadership
Conference which is held in late spring in Chicago.

National DECA -- National DECA is composed of State DECA Associations.
student delegates elected by each state in turn elect their own national officers.
DECA, Inc., which is the legal sponsoring unit of this national youth movement,
elects a Board of Directors, which is the policy-making unit of DECA. This Board
in turn employs an Executive Director as administrator of the National DECA Head-
quarters to carry out the DECA Program of youth activity as approved by the Board
of Directors, and which is for the benefit of each state association, each chap-
ter, and each individual member.

It is important to note that since 1954 DECA contests have been approved by
the National Association of Secondary School Principals.

Advisory Committee ;eenergll -- Experience proves that vocational distribu-
tive education provides the hignest degree of service to the community and the
student when training programs are planned and managed with the advisory assist-
ance of management, labor, businessmen, merchant organizations, and all other
groups concerned with products and services of distributive education. Success
in developing cooperation from the various individuals and groups concerned with
the program is in direct proportion to the degree that school authorities seek
and use their counsel through advisory committees.

Commi ttee members individually and collectively can become vitally interest-
ed in helping to find solutions to problems.

The primary purpose of the advisory committee is to make the distributive
education program as efficient and effective as possible, so that the communi ty
and the DE students may be served to the greatest advantage. Committee recom-
mendations and duties should include advice to the local school authorities on
such matters as the following:

1. Establishing standards for the selection of students
».  Advise as to the adequacy of training agencies.
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Determining training needs of the area and training possibilities
Selecting equipment and instructional materiais

Counseling and placement of students

Assist the local teacher-coordinator in making plans for the continuous
improvement of the distributive education program

Assist the teacher-coordinator in developing an effective adult program
for those concerned with marketing and distribution

In approving training agreements

In evaluating the DE program

0 0o ~ oo Ww

The members of the advisory committee should be appointed by the superin-

tendent for one school year, subject to re-appointment.

The members of the general committee should be composed of one person each
from the various fields in which training is being conducted.

The membership of the sub-trade committee is usually composed of two em-
ployees, two employers, a neutral person and a representative of the schools.
When possible, it is recormended that at least two of the committeemen be from
training departments.

In-service professional education for employed teacher-coordinators of dis-
tributive education programs.

Professional distributive education for the training and professional
growth of teacher-coordinators will be conducted under the supervision and direc-
tion of the State Supervisor in cooperation with the University of Nevada.
Training may be provided through regular institutional courses, short intensive
courses, summer workshops, state area and local conferences and other forms of

meetings.

General Principles in Distributive Education

1. Advisory Committee for Distributive Education

Local school trustees should appoint an advisory committee of adults
representing various interests of the community to advise and assist
in relating the distributive education program to the occupational
needs of the in-school youth and adults. .

9. Annual Distributive Education Summer Conference

The teacher-coordinator of a qualified distributive education program
js expected to attend the annual summer conference conducted by the
State Board for Vocational Education.

3. Coordination Time

Local school administrators must provide the teacher-coordinator with
sufficient time to adequately coordinate the in-school instruction and
the student learner's on-the-job training.

4. Distributive Education Clubs of America
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10.

11.

Extended Employment

The teacher-coordinator should be employed for two to four weeks beyond
a regular teacher's employment period to provide time for coordinating,
placing of students, community surveys and planning adult classes. It
is recommended that the majority of this extended employment, jointly
approved by the local superintendent and the State Supervisor, be at
the beginning of the school year.

Facilities and Equipment

The school district should provide and maintain adequate space and
equipment necessary for a successful distributive education program.
A counseling area with sufficient communication devices is recommended.

Research by the Teacher-Coordinator

Fach teacher-coordinator is encouraged to perform constant research
necessary to improve and evaluate his school's distributive education
program.

Size of class in Distributive Education

It is recommended that each distributive education class enroll not
less than 10 nor more than 25 students.

Student Records and Reports

Each teacher-coordinator will maintain proper records of students and
submit reports as required by the State Supervisor. Such records shall
include for each enrollee, name, age, sex, name of employer, occupation,
hours of employment, hours of instruction, and/or other information as
required.

Supervisory Service to Schools

The State Supervisor will render supervisory service to the distributive
education teacher-coordinators in qualified schools and make reports of
such supervision to the administrator of such schools.

Voluntary Agreement for Training Stations

The classes for in-school youth must be organized through voluntary co-
operative agreements (preferably in writing) between the schools and
employers, which provide for legal employment of the students, an organ-
jzed program of training on the job and the supplemental vocational
instruction in school.

The distributive education teacher-coordinator -- When the foregoing final

decisions, factors, and recommendations have been made and found satisfactory,
and if the administration decides to activate a program of distributive education,
the next step is to employ a teacher-coordinator.

A well qualified teacher-coordinator is an absolute essential to the success

of a distributive education program,
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t is primarily through the personality and the varied abilities of the
teacher-coordinator that the root structure of the program will develop and
permeate the life of the community.

The teacher-coordinator must (1) understand the distributive education
program. He must realize that his fundamental job is to teach the place of
distribution in the economy, the organization of marketing and merchandising
activities, and the knowledge, skills and attitudes needed by all persons
engaged in distribution. (2) The teacher-coordinator must be qualified to

.teach distribution and marketing. A qualified teacher-coordinator will have

a very substantial preparation in economics and marketing, combined with prac-
tical experience. In addition to technical courses and practical experience,
he must have professional "know-how" in the +igld of distributive education.
(3) The Teacher-coordinator must conduct the program according to established
standards. The following are some essential standards which must be accepted
and followed if the program is to accomplish its intended purpose:

1. The DE program must be based upon the findings of occupational surveys
of employment opportunities in marketing and merchandising in the area
served by the school.

2. An advisory or planning committee including representatives of both
the school and the community should assist in planning and developing
the program,

3. Provision must be made for correlation of DE classroom instruction
and on-the-job training. Instruction in the classroom and on-the-job
training cannot be separated, they must be coordinated. (Example:

A DE student employed in a shoe store must be allowed to study shoe
merchandising as a part of his DE classroom instruction.)

4, Every student enrolled on a cooperative part-time basis must be
employed in a distributive cccupation which meets all State and
Federal laws pertaining %o empiuvyment practices and meets the stand-
ards which have been established for such training stations. Each
student should receive credit toward graduation for both classrocin
instruction and supervised oii-the-job training.
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SECTION V

HEALTH OCCUPATIONS EDUCATION

The philosophy of vocational education is to develop and provide programs to
meet the needs for employment in communities and to assist in preparing the indi-
vidual for gainful employment. Another basic philosophy of vocational education
is that of learning to do, by doing, and urless this philosophy can be worked out
in a school program, it loses its vocational identity and, consequently, its
value to the community.

As demands for more and better health services have grown, national concern
over providing a sufficient number of physicians, dentists, nurses, pharmacists,
and other professional practitioners has also increased.

‘ To meet the phenomenal growth in numbers and kinds of health workers and 1in

' order to provide health services to more people; that is, physicians, dentists,
nurses, and others throughout the country, an increasingly large number of sup-
porting personnel with highly diverse skills and training is needed.

The practical nursing education pregram qualifies women and men to assume
responsibility under the direction of the professional nurse and/or licensed
physician for the giving of safe nursing care. Students are prepared through an
approved self-contained program of vocational nursing.

The function of the program is an education in developing the knowledges,
skills and attitudes necessary to give competent and safe care within the areas
of nursing for which the student is prepared.

This type of program meets a statewide and community need in providing
nursing needs of the sick and to aid in the conservation of health.

The . schools are established as a one-year program sponsored by the county
school districts, in cooperation with the State Department of Education, Voca-
tional Education Division, and the affiliating hospitals. They are approved by
the Nevada State Board of Nursing Examiners.

Federal and State funds administered by the Vocational Education Division
assist in defraying instructional salary, equipment and material costs.

Other paramedical occupations such as: X-ray Technician, Associate Arts degree
in Nursing, Surgical Technician, Medical Assistants, Medical Records Clerk, Nurses
Aide, Home Health Aide, Dental Assistants, etc. are operated under the approval of
the State Board for Vocational Education and in accordance with the Nevada State
Plan for Vocational Education.

A1l programs in Heaith Occupations are under the administration and super-
vision of the local school district or University of Nevada in cooperation with
the State Department of Education, Vocational-Technical and Adult Education Di-
vision, and the affiliating hospital or health agency. |

Qualified Teachers and Supervisors

A11 supervisory and instructional personnel having responsibility for train-
ing in the Health Occupations will meet the qualifications for a teacher as set
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forth in The Vocational-Technical Teacher Certification Requirements.

Occupations to be Served

The health occupations render supportive services to the health professions
such as nursing, medical and dental practice, all of which are concerned with
providing diagnostic, therapeutic, preventive, restorative and rehabilitative
services to people.

Special Standards and Requi rements

A.

Organization and Content of Instruction

Instruction in theory will be closely correlated with supervised
practical experience in the clinical phases of the curriculum.

Procedures for developing course of study content

1.

Preparatory Training

The services of the Supervisor of Health Occupations will be
utilized in organizing preparatory training courses.

In-service Training. In-service training programs will be
developed by the Tocal coordinator-instructor in cooperation .
with the State Supervisor of Health Occupations and personnel
in the affiliating hospital or health agency.

Arrangement for instruction in short units to meet the needs of
s tudents.

The classes will be so arranged that they may be given at any
time during the year and at any time during the day or evening.

Evening Classes. Persons who have received a license or those
who have completed an approved course in practical nursing, but
for some reason did not obtain a license, are eligible to enroll
in an evening school class. The evening school program is

very flexible. Classes may be held at any time or place that is
approved by the County Board of Education. These classes are
given for the purpose of upgrading the Ticensed practical nurse.

The policy is to offer classes in any community where there is

a sufficient number of students to meet an es tablished need.

Graduation. Candidates for graduation must successfully complete
the full course of study as prescribed. Upo completion of the
course and recommendaticns of the coordinator-instructor, a cer-
tificate will be granted by the State Department of Educatioi.

Planning New Programs

In planning new programs in the health field, consideration should be given

to:
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The need for the program in the community.

Organization of an advisory committee.

What skills, knowledge, and attitudes must one possess to function success-
fully in this field?

Where and under what conditions are the necessary knowledge and skills
being developed, i.e., classrooms, laboratory, clinical facilities?

Where and under what conditions can the necessary knowledge and skills
be provided to the optimum?

What segments of the curriculum require close direction by the teacher?

Is the field presently ready to establish educational standards cr to accept
existing standards of professional boards or societies? If so, what are
the standards?

Other Factors Needing Consideration

Other factors that need to be considered are:

Student recruitment and employment.

Pay scale of graduates.

Possibility of developing core courses for clusters of occupations.

Follow-up evaluations of graduates on-the-job and feed back to schools
for curriculum modification.

Procedures for Keeping Classes Up-to-date

Persons responsible for giving the instruction will be encouraged to attend
conventions, conferences and workshops in order to keep up with the latest de-
velopments and techniques.

Requirements for Enroliment

1. In-service training. Enrollees shall be at least seventeen years of
age and be regularly employed in the health occupation for which train-
ing is given.

2. Preparatory training. Enrollees shall be at least seventeen years of

age; be of good moral character; have good physical and mental health;
and be capable of benefitting by the training.

Establishrent of Training Programs

The establishment of training programs in other health occupations will be
based on actual needs for such training and an analysis of the nealth occupation
to be taught. The needs for such training shall be determined by a representative

advisory committee.
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Supervised Practical Experience

The program of instruction will combine and coordinate theory with labora-
tory and practical experience, which will be appropriate to the vocational object-
ive of the student, to develop competencies necessary for employment in the occupa-
tion or occupational field for which the student is being trained.

A major part of the supervised practical experience required in the curri-
culum will be spent on activities directly related to patient needs.

. A§s1gnments'and guidance of students' learning activities will be under the
direction of a person or persons who are qualified under this State Plan and who
are responsible for the units of instruction in the overall program.

Types of Health Occupations Training Programs

A. Preparatory

Any type of paramedical occupation can be taught that leads to gainful
employment with the exception of those requiring a baccalaureate degree
or considered professional. In order to better serve student needs and
fi1l the growing demand for supporting medical personnel school district ‘
administrators should consider some of the following in extending and i

improvising vocational-technical education programs on the high school
and post-high school levels.

A plan may be devised for providing an amalgamated training program for
17 kinds of paramedical personnel, such as: 1

Nursing, practical nursing Physical Therapy Assistant
Surgical Technician Occupational Therapy Assistant
Medical Assistant X-ray Technician

Medical Secretary Ward Clerk

Medical Records Clerk Nurses Aide

Medical Reccrds Technician Home Health Aide

Medical Laboratory Assistant School Health Aide

Dental Assistant Hospital Housekeeping

Dental Technician

The above and additicnal programs are possible through a two-year curriculum
with the 1st year being a core curriculum and the second year for special-
ization,

Local Advisory Committees for Health Occupations

An advisory committee provides a two-way system of communication between the
school and the community which is essential to all educational programs.

An educational advisory committee either at a national, state or local level
has no administrative or legislative authority.

Advisory committees for Health Occupations are appointed by the county
superintendent or the Tocal director of Vocational-Technicai Education, as desig-
nated by the County Board of Education.
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The committee should be composed of representatives of: School Administration,
Hqspita] Administration, Professional Nursing, Practical Nursing, Consumer of Nur-
sing Service, other Health Occupations, and Employment Service.

Records and Equipment

Records

(1) Student Records. Individual records must be maintained for each student
enrolled in programs for Health Occupations to show that counseling,
testing, previous school records, work experience, follow-up, etc. will
be used to assure a reasonable probability that the students will profit

from instruction offered.

Follow-up records of graduates and/or students termirating enrollment in
technical programs are to be maintained, terminating enrollments in
Health Occupation programs are to be maintained by the local school
district and information is to be forwarded to this office at the comple-

tion of the program or class.

Equipment Records

(2) Equipment Records. Local schools must maintain perpetual inventory
records of all equipment purchased with Federally reimbursed funds.
These records will be subject to review by the State Board for Voca-

tional Education at any time.
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B.

SECTION VI

VOCATIONAL HOME ECONOMICS EDUCATION

Vocational educat{on in home economics under the State Plan shall be designed
for persons 14 years of age or older who have entered or who are preparing to enter
upon (a) useful employment in the home (hereinafter referred to as homemaking) or

(b) gainful employment in an occupation involving knowledge and skills of home
economics subjects.

I. Homemaking Education

Homemaking Education Defined

Vocational education for homemaking means education which provides instruction
which will enable individuals to improve their family 1ife through more effect-
ive development and utilization of human rescurces. Fundamental to effective
living are the competences to: *

establish values which give meaning to personal, family and communi ty

1iving; select goals appropriate to those values.

- create a home and community environment conducive to the healthy growth
and development of all members of the family at all stages of the fam-
ily cycle.

- achieve good interpersonal relationships within the home and within the
community.

. nurture the young and foster their physical, mental and social growth
and development.

- make and carry out intelligent discussions regarding the use of personal,
family and community resources.

- establish long range goals for financial security and work toward their
achievement.

~ pian consumption of goods and services, including food, clothing and
Fousing, in ways that will promote values and goals established by the
family.

- purchase consumer goods and services appropriate to an over-all consump-
tion plan and wise use of economic resources.

- perform the tasks of maintaining a home in such a way that they will
contribute effectively to furthering individual and family goals.

- envich personal and family life through the arts and humanities and
through refreshing and creative use of leisure.

- take an intelligent part in legislative and other social action programs
which directly affect the welfare of individuals and families.

- develop mutual understanding and appreciation of differing cultures and

ways of life, and cooperate with people of other cultures who are striv-

ing to raise levels of living.

State Plan Requirements for Secondary Programs

1.

A Certified Vocational Teacher - (A Bachelor's Degree is required with a
major in home economics from a college or university approved for the

* American Home Economics Ass'n., New Directions In Home Economics, 1959.
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training of Vocational Home Economics teachers by the State Board of Ed-
ucation in that state. A person who has a Bachelor's Degree in an area
other than home economics may qualify to teach Vocational Home Economics
if she has 45 semester hours credit in Home Economics including work in
all areas; and if she has 18 semester hours of credit in professional ed-
ucation in the secondary field including six semester hours of home eco-
nomics education. Also, four semester hours of supervised teaching at a
secondary’ level is required in a school meeting the requirements of a
Vocational Home Economics program. Two years of successfui teaching ex-
perience in home economics may be substituted for the supervised teaching
experience.)

A Basic Two-Year Sequence - This sequence shall be available to provide
the individual with instruction in the five areas of homemaking: Child
Development and the Family; Clothing and Textiles; Foods-and Nutrition;
Housing and Home Furnishings; and Home Management and Equipment. One
year of the basic two-year program may be taught in the ninth grade of a
junior high school which feeds into the vocational program.

Courses which meet the basic two-year program are as follows:

Homemaking I

Homemaking II (GENERAL HOME ECONOMICS)
Senior Homemaking

Home Management I and II

Family Living I and II

If the above courses do not constitute the basic two-year program, a
school may submit a plan showing how the requirements of the two-year
basic sequence are met through other offerings.

Time Requirements - The time schedule for a homemaking class shall not
be Tess than that required for a full unit of credit for high school sub-
jects in that school.

Supervised Practical Experience - The program of instruction shall pro-
vide a variety of kinds of learning experiences in all the major areas

of homemaking including participation in directed home and community
experiences. Home learning experiences shall be learning activities,
short-term or long-term, to be done at home or in the community, selected
and planned to help achieve specific Tearning objectives and preferably
integrated with classroom learning objectives and activities. Activities
of the Future Homemakers of America may also provide supervised practical
experience in homemaking activities.

Program Development - Time shall be provided in the teacher's schedule
For activities related to the development of the homemaking program.

These include: having pupil conferences, performing advisory responsibi-
lities of Future Homemakers of America, meeting with advisory committees;
making surveys; extending and improving the program; and discharging other
responsibilities for program development.

The Homemaking Department - Each school district shall provide adequate

space, equipment, supplies and teaching materials for the effective
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teaching of all areas of the homemaking program. Adequate space shall
also be provided for storage of teaching materials and a standard file
reference and iilustrative materials.

Enrichments - (Recommended but not required for reimbursement)

a.

. Adult Education Program Requirements

Program

In addition to the basic two-year sequence required for an approved
Vocational program, semester or full year courses may be approved f
reimbursement such as the following:

Fami 1y Living Housing & Home Furnishing
Foods I, II Child Guidance
Clothing I, II Consumer Education

Home Management & Equipment Other (As approved)
Future Homemakers of America

The youth organization, Future Homemakers of America, is an integral
part of the Nevada homemaking education program. Group work and com
munity experiences of members of the FHA supplement the learnings of
homemaking classes and also increase the opportunity for the develop
ment of leadership and intelligent participation in group endeavors.

Any student enrolled in a secondary school, who is taking or who has
taken a course in junior or senior high school may become a member.

1. A Certified Vocational Teacher (see requirements listed in I, B,
1) In addition, a teacher of adults shall have had as a part of
pre-service preparation, some work teaching adults; or participat
in in-service teacher education provided for teachers of adult
home economics classes. Also, an adult teacher shall have had
practical experience related to the area(s) taught.

Teachers from fields related to home economics may qualify for a
adult vocational home economics certificate if they have had
special training in college or on-the-job in the particular area
to be taught. In addition, prior preparation for teaching or pa
ticipation in in-service education provided for teachers of adul
homemaking classes is required; also, some practical experience
related to the area(s) taught.

2. Objective of Instruction ~ Vocational Education in homemaking fo
adults and out-of-school youth shall provide instruction which w
enable individuals to improve their family life through more
effective development and utilization of human resources. Exper
iences appropriate for a program of adult homemaking education i
clude units, courses, clinics or conferences, etc. which:

-~ deal with problems or situations directly related to the welf
of famiiies
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lead adults to see more clearly their goals of family life and
the values they want out of it.

increase adults' ability to see more clearly their goals of
family life and the values they want out of it.

increase adults' ability to reach independent answers through
thinking rather than accepting "pight" answers as defined by a
teacher or textbook.

show how skills, management and personal relations may be com-
bined to enrich family 1ife.

encourage adults to develop their creative ability in many areas
of homemaking.

3. Length of Class - Organized instruction in any adult class, clinic
or conference, shall be of such length as will best meet the needs
and interests of the group to be served and acc-vplish the results
desired. :

4. Administrative Relationships and Arrangements - Supervision of
adult offerings shall be provided by the county school districts.
School districts shali provide the space, equipment, maintenance
and teaching materials that will make possible an effective out-
of-school youth and adult education program.

1t is recommended that a minimum of ten should be enrolled in a
reimbursed adult homemaking class.

1I1. Home Economics for Gainful Employment

Home Economics for Gainful Employment - Defined

Vocational education in home economics directed toward gainful employment pro-
vides instruction that qualifies individuals to engage in occupations involv-
ing knowledge and skills in home economics subject matter areas: child guid-
ance; clothing and textiles; food and nutrition; home and institutional mana-
gement; and home furnishings and equipment. Included are such occupations as
those which provide services to families in the home and similar services to
others in group situations; those which provide assistance to professional
home economists and professionals in fields related to home economics in
business, agencies and organizations; and other occupations directly related
to one or more subject matter areas.




| CHART I
|
g SOME EXAMPLES OF OCCUPATIONS USING HOME ECONOMICS

(

+ B KNOWLEDGE AND SKILLS

1

\! :

& School Dropouts
¥ Grades Grades or :
i Occupations 11 & 12 13 & 14 Special Groups  Adul

i AREA OF FOOD MANAGEMENT
| PRODUCTION & SERVICE

x

Food Service Worker
Food Service Assistant
| Food Service Supervisor
| School Lunch Manager

| Food Demonstrator

* Food Service Technician

x
X X X X X
x X

| AREA OF CARE AND GUIDANCE
ﬂ OF CHILDREN
|

Child Care Aide or Worker X X X
Assistant in Nursery School
| or Day-Care Center

| Child Care Supervisor X

AREA OF INSTITUTIONAL
AND HOME MANAGEMENT

x
x

Homemaker Service
(Visiting Homemaker)

| Homemaker's Assistant X

‘ Management Aide in Low-Rent

T Housing

: Institutional Housekeeper

| Hotel and Motel Housekeeping Aide

Companion to the Elderly

AREA OF CLOTHING MANAGEMENT
PRODUCTION AND SERVICE

x X

x x
xX X X X

!

1 Assistant Seamstress X X
| Seams tress
-1 Clothing Alterer

| Dry Cleaning & Laundry Aide
Home Furnishings and/or

Clothing Technician X

X X X X

x X
xX X

-—--—l-—u-—--—u—“n-—-a—-—n-—-—.-n—_—u—n-—m

The above chart indicates the broad scope of .ccupations, which utilize home eco-
| nomics knowledge and skills, and it also suggests occupations appropriate for uppe
| secondary students, youth studying at 13 and 14 grade levels, and for out-of-school
| youth and adults. A description of responsibilities usually carried by employees
| in these occupations and some possible places of employment are included in Chart
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CHART 11

RESPONSIBILITIES AND OPPORTUNITIES FOR EMPLOYMENT IN SOME OCCUPATIONS UTILIZING
HOME ECONOMICS KNOWLEDGE AND SKILLS

OCCUPATIONS RESPONSTBILITIES

POSSIBLE PLACES OF EMPLOY

AREA OF FOOD MANAGEMENT
PRODUCTION & SERVICE

Prepare and serves
food, under direction
of food service su-
pervisor.

Food Service Worker

Assistant to Dietician
or manager of food
establishment.

Food Service Supervisor

AREA OF CARE AND GUIDANCE
OF CHILDREN

child Care Worker

Assists the director
or mother helping with
the various activities
of the children.

Assistant Director.
Assists in management
of center, in guidance

Child Care Supervisor

for center.

AREA OF CLOTHING MANAGEMENT
PRODUCTION AND SERVICE

Assists a professional
dressmaker in fitting,
altering, styling and
constructing garments.

Assistant Seamstress

Constructs, styles,
fits, and alters
clothing.

Seamstress

Home Furnishings and/or Makes custom home

Clething Technician
and s1ip covers.
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of children, and develop-
ment of planned program

furnishings as draperies gift departments or spe;

Hotels, restaurants, lunc
rooms, children's homes,
nursing homes, child day
care centers, private clu
catering services, school
cafeterias, hospitals, an
individual family homes.

Day care centers, nursery
schools, recreational cen;
ters, children's homes, 1
childrens' hospitals or
pediatric wards and indi-
vidual family homes.

Speciality stores, cleani
establishments, departme
stores, private business
(as a dressmaker) indivi-
dual family homes.

Furnishings, decorating,

ciality shops; decorato

studios.




CHART 1I, (continued)

OCCUPATIONS RESPONSIBILITIES POSSIBLE PLF OF EMPLOYMEN

AREA OF INSTITUTIONAL
AND HOME MANAGEMENT

Homemaker's Assistant Maintains clean and Public and Private housing
Housekeeping Assistant orderly home or in- developments; hotels and i
| stitution, working motels; individua) family

under supervision of homes, family service
homemaker or housekeep- agencies.
ing supervisor,

Homemaker Service Performs duties of the

(Visiting Homemaker) homemaker when there

is i1lness or emergency
in the family.

It is important to note that these occupations range in scope from semi-skilled or
entry-level jobs to those requiring more technical competencies. They are classi-
fied into three skill level categories in Chart III.

CHART III*

CLASSIFICATION OF SOME OCCUPATIONS AT
THREE SKILL LEVELS |

SEMI-SKILLED OR

ENTRY-LEVEL SKILLED LEVEL MORE ADVANCED LEVEL
Chi1d Care Worker Child Care Assistant Child Care Supervisor
Food Service Worker Food Service Assistant Food Service Supervisor

Schooi Lunch Manager Food Demonstrator
Assistant Seamstress Seams tress
Clothing Alterer Home Furnishings Assistant Clothing Technician
Hotel & Motel House~ Homemakers Service Management Assistant
keeping Aide in multi-housing proj
Homemaker's Assistant Management Aide in Low-

Rent Housing

The organization of the above chart implies that occupations listed at the semi-skil
or entry-level are not dead-end jobs. For example, with successful performance on
the job and with additional preparation, a person may advance from a child care
worker into a child care assistant and then to a chiid care supervisor. It is
important that prospective trainees be helped to see all avenues of promotion and/

or advancement as a basis for making occupational choices.

* State Department of Education, "A Guide for Developing Occupational Programs in
Home Economics Education”, Columbia, South Carolina, 1966, pp. 3-5.
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B.

Some examples of occupations usin? home economics knowledge and skills are
as follows: (See Chart I, II, and III).

Guidelines for Developing Programs to Train for Gainful Employment

The following guidelines are recommended for planning and initiating a local
program to train for gainful employment:

1.

Home Economics programs for gainful employment should possess the potentiall
of making valuable contributions to one or more of the broad national pro- §
grams now receiving national emphasis such as: decrease of unemployment;
improvement of economic Status of low-income groups; reduction of drop-
outs in the secondary schools and juvenile delinquency; and increase in
employability of youth not planning to go to a four-year college; and,

the employability of adults who wish to enter or re-enter the Tabor market.

The decision for offering a specific gainful employment program should be
supported by evidence

(a) that employment will be available for those who successfully com-
plete the training.

(b) that there are individuals who are interested and will become train
ees if the program is offered.

(c) that adequate Tlaboratory or work experieacz can be provided as a
part of the training.

Adequate amount of time should be provided for the teacher(s), coordinator,
or other personnel for the pre-planning as well as the offering and the
evaluating of the program.

A carefully planned survey through personal interviews with potential em-
ployers will provide valuable information for determining:

(a) if the need exists for a specific training program.

(b) if the necessary cooperation can be obtained for providing
work experience and employment.

(c) the specific type of training desired to be used as a basis for
curriculum development.

Support and cooperation of local and state administrators is essential in
order that the policies and procedures developed for the gainful employ-
ment program will be in harmony with the overall functions and philosophy
of the local school and state vocational program.

Community support and cooperation may be greatly furthered through a care-
fully selected Tlocal advisory committee or council in advising and evalua-
ting the various aspects of the program.

Close cooperation and vocational counseling services will help the teacher
in determining basis for student selection and recruitment, work-experienc
and employment opportunities, placement and follow-up of students.

Conferences with local, regional and state leaders of related services,
agencies and programs will provide much valuable information to use in
planning programs as well as in obtaining cooperation in carrying out and
evaluating the program. .




9. The curriculum for a gainful employment program should place emphasis on

the development of attitudes and personal characteristics necessary to
obtain and hold a job.

10. The objectives, content in terms of concepts and generalizations, learning
experiences, resource materials, facilities and evaluation materials for
developing curriculum materials should be based on the job analysis of a
specific occupation in order that the desired competencies will be developed
or of a related cluster of occupations. ‘

Chart IV compares programs to train for gainful employment with programs
to train for homemaking education.
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CHART IV

A COMPARISON OF HOMEMAKING PROGRAMS

PROGRAMS TO TRAIN FOR GAINFUL EMPLOYMENT

HOME AND FAMILY LIVING
(useful employment)

The curriculum is broad in scope
in a home and family life program.

The main purpose is to develop basic
principles in subject matter as they
relate to home and family living.

~ Home economics helps individuals
assume the roles in the family
appropriate to their stage of growth.

A11 students are encouraged to parti-
cipate in a home and family Tiving
program.

Programs contribute to meeting the
needs .of families in the cultural
~and community setting.

A program in home and family Tiving
belongs in every secondary school
curriculum.

Planned extended learnings are
included as part of the curriculum.

Immediate evaluation of programs in
home and family living is difficult.

OCCUPATIONAL TRAINING
(gainful employment)

The curriculum is specific and
limited in scope; training is
specific to a particular job.

In addition to learning basic
principles in home economics, the
development of a high degree of
proficiency in a wage earning
occupation is necessary.

Individuals are motivated to de-
velop ethical, job related inter-
personal relationships including
those employer-employee.

Trainees are selected in relation
to their potential for training.

Programs contribute to meeting
needs for workers in occupations
which use knowledge and skills of
home economics.

Programs will be developed only
when employment opportunities for
trainees exist.

Supervised work experiences are
inciuded as part of the training
program.

Evaluation is in terms of perform-
ance and the ability to get and
held jobs.

ADAPTED FROM WORKING PAPERS DEVELOPED AT IOWA STATE UNIVERSITY, 1964. Courtesy of
Miss Margie Lowrance, State Supervisor, Home and Family Life Education, State of
Washington.
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C. Secondary Program Requirements to Train for Gainful EmpTloyment

1.

A Certified Vocational Teacher

In addition to meeting the requirements as a Vocational Homemaking Teacher,
a teacher shall have had occupational experience as an employed or volun-
teer worker in the area for which training is offered or bring into the
classroom resource people with occupational training who can assist with
the training. In addition, the teacher shall have had in-service educa-
tion on methods of training for employment, including employer-employee
relationships and working relations with the emplayment service.

Persons employed to teach a part of an intensive course in training for
gainful employment under the direction of a Teacher who is coordinator or
director of the course, shall hold a certificate in the field of instruc-
tion in which they are employed. These specialized instructional service
personnel shall have a minimum educational requirement of a high school
diploma or its equivalent and in addition shall have one year of success-
ful experience or its equivalent in the specific occupational field of
instruction.

Objective of Instruction

Instruction shall be designed to fit persons for employment in a recogni zed
occupation. ATl students receiving instruction in preparatory classes or
supplementary under the State Plan will have an occupational objective
which is a matter of record. This objective may either be a specific
recognized occupation or a cluster of closely related occupations in an
occupational field. -

Instructional Program

Instruction shall be related to the occupation for which the student is
being trained. Such instruction shall include classroom instruction and
field, laboratory, cooperative work or occupaticnal experience.

When necessary, instruction may alsc be provided which is related to the
occupation for which the student is being trained. Such instruction may
he designed to enable individuals to profit from instruction related to
the occupation for which he is being trained by correcting whatever edu-
cational deficiencies or handicaps which prevent her from benefiting from
such instruction, such instruction must be provided in courses which are
an integral part of the vocational education program in which the student
is enrolled. A course in home management might be an example of related
instruction.

The program of instruction shall be developed and conducted in consulta-
tion with potential employers and other individuals or groups of indivi-
duals having skills in and substantive knowledge of the occupation or
occupational field representing the occupational objective.

The program of instruction will include the most up-to-date knowledges and
skills necessary for competencies required in the occupation or occupa-
tional field in which the individual is being prepared.

91




The program of instruction shall be sufficiently extensive and intensive
within a scheduled unit of time to enable a student to develop competencies
necessary to fit him for employment in the occupation or occupational field
for which he is being trained.

The program of instruction will combine and coordinate related instruction
with field, laboratory, cooperative work, or other occupational experience
which (a) is appropriate to the vocational objective of the student, and
(b) is of sufficient duration to develop competencies necessary to fit him
for employment in the occupation or occupational field for which he is
being trained, and (c) is supervised, directed, or coordinated by a person
qualified under the State Plan.

Whenever the educational agency offers cooperative work experience programs,
cooperative arrangements (preferably in writing) shall be made between the
school providing the instruction and the employers providing on-the-job
training through part-time employment of such student-learners. Such co-
operative arrangements shall provide for (1) the employment of student-
learners in conformity with Federal, State and local Tlaws and regulations
and not resulting in exploitation of such student-learners for private

gain, (2) an organized program of training on-the-job, and (3) supplemental
vocational instruction in school.

post-Secondary Program Requirements

1.

5.

Teacher Requirements

A teacher for a program at this level must be an approved vocational in-
structor. She shall have had sufficient occupational experience as an
employed or volunteer worker or in a supervised work program tc have
demons trated occupational competence, knowledge, and skill in the subject
to be taught. In addition to meeting the above requirements, teachers in
the University of Nevada must meet the requirements of the college for
certification.

For Whom Planned

Post-secondary school programs shall be for persons who have completed or
left high school and who are available for full-time study in preparation
for entering the Tabor market.

Occupations to be served

Occupations to be served may include any occupation in which an individual
can profit from training or retraining and in which instruction does not
lead to a baccalaureate or higher degree and is not considered professional
in nature.

Objective of Instruction (See II, C, 2)

Instruction (See II, C, 3)
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Programs for Adults and Out-of-School Youth - Requirements

These programs may be offered as extension classes in high schools, in area
vocational-technical schools, and in other appropriate places. They may be
preparatory to employment or suppiementary to employment.

1. A Certified Vocational Teacher (See I, C, 1.)
2. Objective of Instruction (See II, C, 2.)
3. Instructional Program (See II, C, 3)

Programs for Persons with Special Needs - Requirements

Classes may be organized for individuals with academic, socio-economic, or
other handicaps to prepare them for entrance into occupations in keeping with
their interests and abilities. Programs will vary in duration and intensity
according to the needs of the group to be served and the objectives of the

program.

1. Teacher Requirements

Same as II, C, 1. In addition, it is recommended that teachers selected
will have demonstrated an understanding of the cultural background of |
disadvantaged youth and ability to respect and accept such handicaps.

2: Objective of Instruction -- to train for gainful employment.
: (See II, C, 2.)
3. Instructional Program
(See II, C, 3.)

II1I. REIMBURSEMENT POLICY FOR VOCATIONAL HOME ECONOMICS
(Reimbursed under George Barden and Smith-Hughes Funds)

Homemaking Education -- See Reimbursement Policies Section.

IV. ADDITIONAL REQUIREMENTS AND RECOMMENDATIONS
FOR VOCATIONAL HOME ECONOMICS PROGRAMS

In-service Education

1
The teacher of homemaking in a qualifying school is required to attend the ‘
annual summer conference called by the State Board for Vocational Education.
The State Board in calling the conference will authorize in advance of each
conference a specific amount for travel and per diem expenses of the teacher.
The amount will be based on the number of days of the conference and distance
traveled. The school district wiil be reimbursed in full for this expenditur

The State Supervisor of Home Economics Education will render supervisory
service to the vocational homemaking instructors in each qualifying school
and make reports of supervision to the administrators of such schools.

93




©

Lo

Aruitoxt provided by Eic:

P-! £

D. Financial Plan

E. Department Records

ERIC

B. Plans for Continuity in Program

The development of a progression of experiences and new learnings will help
create and maintain pupils' interest. The sequence of learnings in all phases
of homemaking should be evident to pupils, parents, guidance personnel and
administrators.

A scope and sequence chart prepared cooperatively by all teachers sharing in

the homemaking education program should be available in every homemaking center.
This plan should be organized as simply and concisely as possible to present

a bird's-eye view of the local homemaking education program. It should indi-
cate specific learnings in every phase of homemaking for each course offered
from grades 7 through 12. A scope and sequence plan requires frequent revision
to meet the needs of changing situations and groups. It is the responsibiTity
of the homemaking teacher?s) to keep the chart up-to-date.

C. Approval of Courses

An official list of courses approved for high schools of Nevada has been pub-
lished by the State Department of Education. Applications for approval of any
courses not on this 1ist may be submitted to the Curriculum Director, State
Department of Education, for approval by the State Board of Education. A
course plan indicating goals, desired learnings, learning activities and a
bib1iography should be prepared by the homemaking teacher and submitted to the
curriculum director for approval by February if a course is to be offered for
the first time in September. Those courses to be introduced in February may be
submitted by June.

pdministration of a satisfactory homemaking program requires a financial plan.
A teacher needs definite knowledge of the amount of money available for home-
making education and should make recommendation for expenditures. A financial
plan should provide for the following:

§1g Capital outlay for new equipment and furnishings with estimated costs.
2) Maintenance of furnishings and equipment, replacement of worn out and
broken equipment, redecorating any part of the department.
%3) Instructional supplies for the teaching of all areas of homemaking.
4) Books, pamphlets, and audio-visual aids to provide a broad background
for learning.

The following records for the homemaking department should be kept on file at
the school:

1) Copies of descriptive and statistical reports for the past five years.
2; Scope and sequence chart for the total homemaking education program.
3) Course plans and approvals for new courses added.

(4) Financial plans, both current and long time.

(5) Inventories of equipment, funishings and books in the homemaking
center.

(6) Correspondence and materials from the State Division of Vocational Ed-
ucation, including the Curriculum Guides. '
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F. Forms and Reports

A11 information requested on forms is needed for records and reports. There-
fore, they should be filled in completely and accurately. One copy is to be
retained by the teacher for her files. One copy is to be given to the prin-
cipal, or vocational director and one copy is to be sent to the State Super-
visor.

G. Extended Employment

Teachers may be employed beyond the regular year for services directly connected
with the vocational homemaking program provided that a plan for the use of this
time 1s submitted and approved by the State Supervisor of Home Economics before
the extended time begins.

H. Supervisory Services

The State Supervisor of Home Economics Education will, upon request, provide
supervisory services to any school which offers instruction in home economics.

I. Relation of Policy Bulletin to State Plan

Interpretations of any phase of the program of operations in homemaking educa-
tion as set forth herein, shall not be in conflict with the Nevada State Plan
for Vocational Education.
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SECTION VII

TECHNICAL EDUCATION

Program Of Instruction

I. Objective of Instruction

Technical education shall be designed to train persons for employment as
highly skilled technicians in recognized occupations requiring scientific
knowledge and technical skills. Instruction will include technical
training or retraining for

1. Those persons preparing to enter a recognized technical
occupation upon the completion of instruction

and

2. Those persons who have already entered a technical occupation,
but desire to upgrade or update their technical skills and
knowledge to enable them to achieve stability or advancement
in employment.

A11 students receiving technical education instruction in preparatory
classes shall declare a technical occupational objective which will be
made a matter of record in the contract between the State Board and
the school conducting the program.

II. Persons to be Served

1. Secondary: Persons who are regularly enrolled
in a county high school.

2. Post-Secondary: Persons who have completed or left
high school and who are available
for full-time study in preparation
for entering the labor market.

3. Adult: Persons who have entered the
labor market and who need training
or retraining to achieve stability
or advancement in employment or
self-employment.

III. Soundness and Quality of Instruction
1. Organization and content

The technical education program of instruction will be based on
a consideration of the knowledge and skills required in the
technical occupation for which instruction is being provided
including a planned logical sequence of these essentials of
education and/or experience necessary for the individual to
meet his technical occupation objective.

?5797
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Counsel and aavice

The technical education program of instruction will be

developed and conducted in consultation with potential employers
and others with substantive knowledge of the occupational field
representing the occupational objective.

Up-to-date instruction

The technical education program of instruction will include
the most up-to-date knowledge and skills necessary for com-
petencies required in the occupational field in which the
individual is being prepared, or upgraded, or updated.
Duration and intensity of instruction

The technical education program of instruction will be suf-
ficiently extensive in duration and intensity to enable the
student to develop competencies necessary to fit him for employ-
ment in the occupation for which he is being trained.

IV. Reimbursable Instruction

Instruction supported by State, local or Federal funds used for matching
shall be designed to meet the foliowing criteria:

1.

Instructor qualifications meet the requirements of the State
Plan for technical education programs.

A11 students enrolled in the class shall have on record a
technical education objective.

Course content is specifically designed and organized to
support the occupational education of the technician.
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I11.

Requirements

Adequate Facilities, Equipment and Materials

Classrooms, laboratories, libraries, and other facilities including
instructional equipment, supplies and teaching aids shall be adequate in

supply and quality to carry out the occupational objectives for which the
education is intended.

The selection of equipment and the planning of the facility should be
developed concurrently with the curricula. Advisory and consultative
committees made up of representatives of the technical occupations can
offer valuable assistance in the above process.

Advisory Committees
An advisory committee appointed by the local school should assist in the

organization and development of every technical education program. Some
activities of the advisory committee may include:

1. Identifying the needs for technical training.

2. Advising as to proper equipment, facilities and content of
instruction.

3. Determining job opportunities.
Organization of Program

The program of instruction shall consist of a sequence of specialized
technical, technical support, basic science and mathematics, and non-
technical subjects organized and conducted under public supervision and
control. The program of instruction shall offer the following types of
classes:

1. Preparatory (Full-time)

This preparatory instruction shall be designed to prepare
students for entry into employment in recognized occupations
which require a direct application of scientific knowledge and
technical skills. Preparatory programs for post-secondary
students shall be organized on a full-time basis.

a. Preparatory (Part-time)

For persons unavailable for full-time study who wish
to prepare for entrance into a technical occupation.

2. Adult

Programs for adults shall consist of sufficient duration to
provide instruction in a designated subject area. Class

99




i

IV,

Occupationally Oriented Instruction

1‘

Procedure for Securing Approval for Technical Education Programs ;

1.

2.

. other occupational experience.

instruction shall provide occupational preparation or
improvement for those enrolled. Such classes shall be
organized as follows:

b. Supplementary

R RS e 275

For persons employed in technical or technical
related fields who wish to improve their know-
Tedge and technical skills.

Instruction related to the technical occupation

"Instruction related to the occupation for which the student is

being trained" means instruction which is designed to fit individuals
for employment in a recognized technical occupation. Such instruction
shall include classroom, shop, field, laboratory, cooperative work, or

Instruction necessary to benefit from training

"Instruction which is necessary for a student to benefit from tech- :
nical education instruction" means instruction which is designed to i
enable individuals to profit from instruction related to the technical |
occupation for which he is being trained. This instruction shall be
provided in courses which are an integrated part of the technical
education program in which the student is enrolled.

Request for approval to initiate a technical education program on an
APPLICATION FOR APPROVAL OF A VOCATIONAL EDUCATION PROGRAM FORM VED 1

The above form requests the following information:

a. Occupational field for which this training program is intended.
b. Dates for starting and ending the instructional program.

c. Total length of time to complete the training program.

d. Estimated number of students to be trained.

e. Specific training objective.

£, List of major divisions of the course outline.

Complete a VED-2 form APPLICATION FOR REIMBURSEMENT OF THE COSTS
for Major Equipment - Minor Equipment and Supplies - Travel - and
other allowable expenses.
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Student Services

Selection

A good system of student selection involves effective recruitment and
appropriate selection techniques, combined with vocational counseling.
Programs for training highly skilled technicians require students with
high intellectual ability, a good background of mathematics and science,
and an interest and aptitude for technician work.

Students shall be selected on the basis of appropriate criteria which
includes:

Work experience

Previous training

Test results

Some mechanical aptitude and dexterity

An overall above average record in four years of high school work

g wny—

Students should have the essential general education background to profit
from the instruction and to fit them for the technical occupation for which
the training is given.

Counseling, Placement and Follow-up
A well-planned guidance program may include:

1. Recruitment (student)
2. Selection
3. Counseling
4. Placement
5. Follow=-up

The guidance function is equally important in evening programs. Potential
students for courses or sequences of courses designed to prepare evening
students to advance on their job, may be in need of advice and counseling.

Evening guidance services should be equivalent to similar services for
day students.

Qualifications of Personnel

Teachers

Teaching staffs in day and evening technical training programs are
authorized to teach in the field listed on approved credential. -
General requirements for technical, teachers as described in the Nevada
State Plan will be applicable.
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I1.

Records and Reports

Records

1. Student Records--Individual records must be maintained for each
student enrolled in technical education curricula to show that
counseling, testing previous school records, work experience, follow-
up, and other appropriate criteria will be used to assure a reasonable
probabi ity that the students will profit from the instruction
offered. Follow-up records of graduates and/or students terminating
enrollment in technical programs are to be maintained by the Tocal
schools for at least five [5) years immediately following termination
as a student, and the information is to be forwarded to the State
office annually.

2. Equipment Records--Local schools must maintain perpetuai inventory
records of equipment purchased with Federally reimbursed funds.
- These records will be subject to review by the State Board for
Vocational Education at any time.

Report Forms

From time to time, reports will be requested which will provide us with
the information needed to administer the program under the Rules and
Regulations set forth by the Vocationai Education Act of 1963.

Typical questions to be answered will be:

1.
2.
3.
4.
5.
6.

 Assistance is available from this office for persons desigmated to coinplete
these forms. :

Number of students enrolled

D. 0. T. for the curriculum

Number placed in the occupation or related occupation

Number unemployed

Number in armed forces

Estimates of instructional costs, travel, extended contracts, etc.




1.

General Policies and Procedures

A.

TRADE AND INDUSTRIAL EDUCATION
Part I

Objectives:

Vocational education in trades and industries is designed for persons over
14 years of age who have entered upon or are preparing to enter upon the
work of a trade or industrial pursuit. Among groups served are the
following: journeymen and other industrial workers, apprentices and other
learners, out-of-school youths and in-school youths. Instruction may also
be provided for industrial supervisors and supervisory personnel represent-
ing both management and labor who may need training to assist in special
phases of their work including: the training of workers; job organization
and improvement; the development of skills, knowledge and judgment; pro-
visions for safety and safe working practices; and the study of federal
and state legislation affecting workers.

Purposes of the Training Program
1. Primary Purposes:

The primary purposes of a local vocational trade and industrial educa-
tion program may be stated as follows:

a. To provide preparatory or extension courses and services for em-
ployed and unemployed youths and adults of the community that will
lead to the development of skills or technical knowledge, or both,
in accordance with the need for such courses in order to provide
worker replacements and to meet changing work requirements, as
these are determined by the schools in cooperation with the em-
ployers and labor representatives.

b. To assist youths, while still in school, in selecting occupations
in the manufacturing or service fields of work; to provide training
preparatory to employment; and to assist those so prepared in
obtaining employment in the occupations for which training has
been given. ‘

c. To design all courses so that the principles of good citizenship
and good workmanship as well as the organization and economics of
our industrial system will be considered. To be effective, a
program must keep pace with changes in training needs of its
people and employment requirements. To do this, the program and
facilities must remain flexible, and those responsible for its
operation must continually be alert to the needs of industry and
business. Since labor is more mobile today than ever before, all
training should emphasize standards and practices that have a high
degree of uniformity with those in other communities and sections
of the natien.

2. Planning: _

In planning any instructional program, the schools should consider the
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1.

two following criteria:

al

The functional instructional content in the course should fill the
requirements of the occupation as found in the employment area.

1t should be based on skills and knowledge the workers may need
and on variations in the skill and technical knowledge requirements

among the several possible places of employment.

b. For adults, especially courses for the extension or development of

skills or technical information should be organized in short units
complete in themselves so that any unit in the course may be taken
by an individual to meet his needs at a given time.

If the preceding criteria are organized and continuously followed
by officials seeking opportunities for new and better training
services in the area, both workers and employers will benefit and
a strong and lasting program will be developed. Employers will
find improvement in the industrial occupations and workers will be
able to obtain the training in the amount needed and at the time

needed.

Procedures for Establishing Programs:

1.

Before a pregram of trade and industrial education is established, a
thorough study should be made of the training needs of the employment
area and the services of a representative advisory committee should be

secured.

Once the need for training in a specific occupational field has been
established, the local officials in cooperation with the advisory
committee and the staff of the trade and industrial education section
of the State Department of Education should determine which of the
programs of trade and industrial education can best satisfy the train-

ing needs.

care should be taken in selecting a program to assure that adequate
facilities can be provided.

Once the type of program has been established, application should be
made to the State Department of Education, Vocational Division, Trade
and Industrial Section, for approval to operate the program if reim-

bursement is expected.

When the program is approved, the local schools should then hire a
teacher who meets the qualifications for the type of program that is

to be operated.
Part II

Secondary Preparatory Programs

A.

Objectives of Programs

Vocational industrial
ject designed to develop manipulative skills, technical knowledge and re-

education for high school students includes any sub-




lated information necessary for employment in any craft, skilled trade or
single-ski11 occupation which directly functions in designing, producing,
processing, fabricating, assembling, testing, maintaining, servicing or
repairing any product or commodity. Also included is training for service
and certain semi-professional occupations considered to be trade and in-
dustrial in nature.

Types of Programs
Vocational industrial education for persons enrolled in high schools may
be conducted in three types of programs.

1. Industrial Cooperative Training
2. Pre-employment Shop Programs for Skilled Occupations
3. Pre-employment Shop Programs for Single-skill Occupations

Day Trade Classes, Type A and B

These classes are for persons who have selected a trade and industrial ed-
ucation pursuit and who desire training in a chosen field. This type of
training is very comprehensive in nature, including instruction in related
subjects, technical information and manipulative skills and processes.
These classes are concerned with the manufacturing, construction and ser-
vice occupations. Examples of major areas of instruction are: general
metal, masonry, carpentry, sheet metal, welding, refrigeration, cabinet
making, auto mechanics, building trades, cosmetelogy, etc.

1. Type A

Description - Regular day trade classes are pre-employment classes for
persons who are enrolled in a full-time day school. In Type A classes,
the related instruction is offered as units separate from the field,
laboratory, shop, cooperative work, or other occupational experience.

a. Related Instruction
The instruction in related subjects for which funds are used must
have a direct functional value in the trade or occupations for
which training is being given. Related subjects courses are in

addition to and an extension of the instruction given in the shop.
Related subjects may be taught by the shop instructor.

b. Teachers for related instruction shall meet the minimum qualifica-
tions for certification in accordance with this State Plan.

c. The subject matter shall include the theory of operation, mathe-
matics, science, drawing or plan interpretation necessary for

success ful performance in the occupation for which the instruction
is intended.

d. A minimum of one class period per day shall be devoted to related
instruction.

2. Type B

Description - In Type B classes, the related instruction is offered by
the shop or laboratory instructor as an integral part of the shop or

105




D. Approvable Occupations

E. Vocational Guidance and Counseling |

F. Specific Standards and Requirements

laboratory experience, rather than as separate units.

a. The subject matter shall be the same as 1-C.

Approved shop programs, which must be applied for as separate vocatiional
teacher units, include:

Airplane and engine mechanics Metal trades

Appliance repairing. Photography

Automobile mechanics Piping trades

Building trades Printing

Cabinetmaking Refrigeration & Air Conditioning
Cosmetology Sheet Metal Fabrication

Machine shop Welding

Other courses may be added as the need for them is established through
recognized occupational surveys and forecasts and approval by the State
Supervisor of Trade and Industrial Education.

1. Local school administrators or their authorized representatives shall
be responsible for prescribing and administering a guidance and coun-
seling program for trade and industrial education students. Such a
program shall make provision to:

a. Provide individual student with information necessary to assist
him in making a realistic vocational choice.

b. Assist the students to formulate plans to attain their vocational
objectives.

c. Aid students in vocational placement.

d. Condﬁct follow-up procedures to determine the effectiveness of the
vocational instruction and counseling programs.

The State Department of Employment will supply to local education-
al agencies occupational information regarding reasonable prospects
of employment in the community and elsewhere. The local education-
al agency will make available to the State Department of Employment
the occupational qualifications of persons leaving or completing
secondary, out-of-school, and special classes for vocational trade
and industrial training.

1. A thorough study of the area should be made to determine the specific
trade or trades to be taught.

2. The services of a representative advisory committee should be secured.

3. Provisions should be made for adequate building, equipment and supplies.




II.

Part-Time Industrial Cooperative Classes

A.

10.

11.

12.

13.

14,

Objectives

(I; should be realized that the initial cost of equipment and the con-
tinuing cost of supplies is greater than for academic subjects.)

Application should be made for approval for reimbursement to the Trade
and Industrial Section, Division of Vocational and Adult Education,
State Department prior to starting date of program.

A ﬁompetent, qualified instructor must then be employed by the Tlocal
school.

It is suggested that the laboratory be a part of the school plant and
not a separate building.

The instruction is to extend over not Tess than nine months per year
and not Tess than 30 hours per week (total time in school).

At Teast one-half of the time of the instruction in the school week
must be given to work on a useful or productive basis and consist of
organized, systematic training in the processes, operation and princi-
ples involved which are selected with regard to the suitability, qual-
ity and productior methods customarily observed in trade, industrial
and vocational technical pursuit for which the training is being given.

Exception: Two-hour blocks of vocational time are considered adequate
1f based on a two year plan and are taken consecutively. Example: One
two-hour block designed primarily for 11th year students and one two-

hour block designed primarily for 12th year students.

Intermingling of one-hour students in two-hour programs are not to be
considered reimbursable trade training courses.

Experience has shown that industrial arts courses as coriducted in many
high schools are pre-vocational courses and are very beneficial as
such, but are not to be considered reimbursable trade training courses.

Students should be selected upon the basis of aptitude and interest and
must have selected the course as a step towards employment in a speci-
fic trade.

Suggested minimum space requirements are 100 square feet per student
for Tlight shop, and 150-200 square feet per student for heavy shop.

Class size should be determined by the number of work stations and
what is considered a hazardous condition. Safety of the student is of
utmosg importance. Not less than 10 and not more than 20 is recom-
mended.

This program is designed for students who are either juniors or seniors
in high school and are 16 years of age or older. Such persons enrolled
in part-time cooperative classes are called "Student Learners".
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In many communities it is not practical to offer pre-employment shop
training in many of the trades offering employment in the community be-
cause of the comparatively small numbers of persons employed in each occu-
pation. In such communities, use of the Industrial Cooperative Training
plan makes possible real trade training for small numbers of students in
several different occupations without necessitating an extensive finan-
cial outlay for equipment, tools, and materials in the school plant.

B. Specific Standards and Requirements

1. The program must be composed entirely of persons 16 years of age or
older who are enrolled in a day school and legally employed in a
trade or industrial pursuit. Those enrolled must have trade and ‘in-
dustrial objectives in line with their employment on the job.

2. The students must participate in regular academic classes.

3. The student must attend one period or mcre per day to receive related
instruction in their chosen occupation.

4. Part-time cooperative classes must be organized through voluntary co-
operative agreements (preferably in writing) between the school and
employers , which provide for legal employment of the students, in an
organized program of training on the job and supplemental vocational
instruction in school.

5. The class may be composed of student learners all employed in the
same or in different trade and industrial occupations. However, an
individual student learner may be employed and receive training in
only one such occupation.

6. For a student to be considered legally employed for the purpose of
this section, his employment must be in conformity with federal, state
and local employment laws and regulations.

7. When employment is in establishments engaged in interstate commerce
or in the production of goods for interstate commerce, such employ-
ment must meet the legal minimum wage, except where authorization is
granted by the appropriate regional office of the Wage and Hour and
Public Contracts Division by a certificate for employment at a spe-
cial minimum wage.

8. In some occupations declared to be hazardous by the United States
Department of Labor, student learners must be 18 years of age, unless
exemption is secured by appeal to the Secretary, U.S. Department of
Labor. Student learners in any case must receive a monetary wage at
a r:nge commensurate with wages paid other employees doing similar
WOrK.

9. Provision must be made for adequate coordination and supervision of

the program, and sufficient time must be provided for a coordinator
to visit employers and student learners on the job.

10. Student learners must be employed for an average of not less than 15




C.

11.

hours per week during the school year, the major portion of such em-
ployment to be during the normal day school hours. This precludes a
student's attending school full-time and meeting the requirements for
employment outside the normal school hours.

In a program covering two school years, an average of at least one
regular period a day must be devoted to related vocational instruction
in classes limited to the cooperative group. In a program covering
only one school year, an average of at least two ragular class periods
a day must be devoted to related vocational subjects in classes 1imi-
ted to the group.

Coordination Activities

Each school day afternoon the teacher-coordinator engages in numerous ac-
tivities essential to the operation of a successful program. Such activi-
ties include the following:

1. Make supervisory visits to the training station of each student at

least once weekly and more often as necessary.

2. Confer with employers on student progress and needs.

3. Secure employer's periodic evaluations of students' performance.

4. Counsel with prospective students.

5. Confer with parents of students and prospective students.

6. Confer with advisory committees.

7. Prepare program records and reports.

8. Confer with prospective employers.

Classroom

1. Adequate reference materials should be provided for all occupations in
which training is being given.

2. Classrooms should have tables and chairs rather than armchairs, be-
cause the observed and directed study method of instruction is used in
teaching the related information.

Occupation

1. Must be an acceptable training situation.

2. Training should lend itself to the apprenticeship type of program of

training with related and on-the-job instruction.

3. Should be a suitable occupation that will provide opportunity for em-

ployment upon graduation.

4, Must be socially and morally acceptable.

5. Must be trade or industrial in nature, such as:

‘Automobile body repairman Machinist

Automobile mechanic Machinist, automobile
Automobile partsman Medical technician
Automotive electrician Meat cutter

Baker Nurse Aide (Hospital)
Cabinetmaker 0ffice machine serviceman
Carpenter Offset-pressman
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Chef Painter
Commercial Artist Photographer
Dental Technician Plumber
Diesel mechanic Printer
Draftsman | Radio repairman
Dry Cleaner Refrigeration and air
Electrical appliance serviceman conditioning mechanic
Elettric motor repairman Sheet metal worker
Electrician Television repairman
Furniture repairman Watchmaker

| Welder

F. Training Station

The employer's attitude toward the cooperative plan.
The variety of equipment.

The condition of equipment.

The adequacy of personnel for training the student.
. The reputation of the business.

Working conditions in the business.

Health and safety precautions taken.

NOYOT &N —

,J G. Occupations Not Approvable

! Occgpations which are not approvable for Industrial Cooperative Training
; include:

1. Those which come within the definition of programs for agriculture,
' hgme economics, distributive, technical and vocational office educa-
tion;

2. Those for which a legally authorized State examing board prescribes.
the curriculum, training period and licensing procedures (barbering,
cosmetology, undertaking and the like); and

3. Occupations generally considered professional or requiring the
baccalaureate or higher degree.

III. Pre-employment Shop Programs for Single-skill Occupations:

A. Objectives
Programs must be designed to prepare students for one specific payroll
job or occupation instead of a "cluster" of closely related occupations
for which training is offered in regular high school shop programs.

B. Approvable Occupations and Types of Programs
By 1imiting instruction to specialized skills, a schedule of two hours
per day can result in sufficient training to prepare students for em-
ployment at the entry level in several occupations for which employment
opportunities exist. Such occupations and programs include the follow-
ing when there is a need for programs as defined in this Guide:

Aircraft weiding Power machine operation
‘ Automotive service Radiator repairing
| Automotive electricity Sewing machine repairing
i Band instrument repairing Shoe repairing
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IV.

c'

Boat repairing Sign repairing

Bookbinding Small engine repairing
Cleaning and pressing Sporting goods repairing
Drafting (specialized) Tire recapping and repairing
Electric motor rewinding Typewriter repairing

Floor laying Upholstery (furniture)

Furniture repairing Upholstery (automobile)

Glazing Vending machine repairing

Painting Venetian blind and awning

Photographic finishing manufacturing

Photostating and blueprinting Wheel (front end) aligning
Facilities

The school will nced to provide adequate space and equipment for con-
ducting shop programs. Because practically no programs of the type
listed above have ever been operated by public schools, no standards
regarding instructional facilities have yet been developed. Facili-
ties for such programs will be approved on an individual basis until
standards can be developed.

Specific Standards and Requirements

1. A1l other standards and requirements pertaining to equipment and
supplies, instruction, selection of students, qualifications of
teachers, certification of teachers, youth leadership organizations,
and local advisory committees, which are explained under "Pre-
employment Shop Programs for Skilled Occupations" also pertain to
shop programs for training in single skill occupations.

AR

2. Class Schedule
Pre-employment programs for training in single-skill occupations may
be conducted for two consecutive clock hours each school day and &
program may be organized for one or_two years of jnstruction., Stu-
dents are enrolled in non-vocational courses during the remaining
portion of the school day.

3. High School Credits
High School Credit may be allowed in accordance with established

procedure for laboratory activities.

Youth Leadership Organizations

A'

A1l students enrolled in Trade and Industrial and Technical Education
courses have opportunities to develop leadership abilities through par-
ticipation in the Nevada Vocational Industrial Clubs of America.

Leadership activities include planiing and carrying out approved social
and civic projects, experience in group leadership, and State-wide com-
pﬁ?ition as individuals and teams in leadership skills and creaftsman-
ship. )

A11 organized trade and industrial and technical education ¢lub activi-
ties shall be under the direction and supervision of the State Superviso
of Trade and Industrial Education.
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Part III

B I,

I. Qut of School (Post-Secondary)

‘% A. Objectives of Instruction
i ,
i 1. Post-sécondary vocational preparatory training is a full-time program
| of preparatory instruction in manipulative skills, mathematics, science
. communicative abilities and leadership skills which prepares individ-
uals for entrance into employment in occupations which are defined as
‘ trade and industrial in nature.
) B. Vocational Guidance and Counseling

‘ 1. Local school administrators or their authorized representatives shall
be responsible for prescribing and administering a guidance and coun-
seling program for trade and industrial education students. Such a
program shall make provision to:

a. Provide individual student with information necessary to assist
him in making a realistic vocational choice.

b. Assist the students to formulate plans to attain their vocational

1 objectives.

A c. Aid students in vocational placement.

d. Conduct follow-up procedures to determine the effectiveness of the
vocational instruction and counseling programs.

2. The State Department of Employment Security will supply to local edu-
cational agencies occupational information regarding reasonable pros-
pects of employment in the community and elsewhere. The local educa-
tional agency will make avaiiable to the State Department of Employ-
ment Security the occupational qualificaticns of persons leaving or
completing secondary, out-of-school, and special classes for vocational
trade and industrial training.

o

Specific Standards and Requirements

, 1. In all instances, trade and industrial post-secondary preparatory pro-

; grams or classes must utilize the services of a local advisory commit-

i tee. When possible, this committee should have equal representatives
of employers and employees from the area of industry for which the
training is being given,

2. The Curriculum wili be:
a. Designed to fit individuals for gainful employment with the in- |
- struction related to the occupation for which the student is being
trained. :

| b. Organized on a systematic class basis and when applicable shall
include classroom, field, shop, laboratory or work experience.

c. For occupations not generally considered to be professional or
requiring a baccalaursate degree. '

1112

- . . R —y ——
PAruntext provided by eric . D ¥ 3 Cay ry g » - -

ERIC




LA sl et At S A Ak et e iaincitd s Sl S e ot A b b A S e A L A A e

d. A program of instruction whereby consideration has been given to
need and opportunity in the employment market.

3. Classroom, libraries, shop, laboratories, and other facilities (in-
cluding instructional equipment, supplies, teaching aids and other
materials) will be adequate in supply and quality to enable those
who are to be trained to meet the occupational objectives for which
the education is intended.

4. Time Requirements (Types of Ciasses)
In order to meet the needs of persons who have graduated from high

school or left high school, several types of preparatory classes are
available.

a. Type A
The student shall devote at least one-half of the school day, not
less than three consecutive hours per day and 15 hours per week,
throughout the school year to practical work on a useful or pro-
ductive basis in the shop or laboratory. A minimum of one addi-
tional hour per day shall be devoted to related theory and tech-
nical information. The remainder of the day may be given to
general subjects.

b. Type B
Same as Type A, except that the related technical instruction shall
be given by the shop or Taboratory instructor as an integral part
of the shop or Taboratory work, rather than separate units.
Classes provide for a minimum of three consecutive hours, five
days per week, of practical shop work but unlike Type A classes,
related technical training is provided by the shop instructor and
is included in the three hour period.

c. Type B programs are generally not recommended for post-secondary
preparatory training as they do not provide sufficient related
technical training for the trainee to enable him to compete
effectively on graduation with other adults in the Tabor market.

d. Approval of Type B post-secondary preparatory programs will be
given only when it is clearly shown that both manipulative skills
and the necessary related technical information can effectively
be given within the period of time specified and that the length
of the course and course content were determined through the
utilization of the services and on the recommendation of a rep-
resentative advisory committee.

5. Post-secondary school programs are designed for persons who have grad-
uated from high school or lett high school and are desirous of enter-
ing upon a orogram of full-time study in preparation for entering the
labor market.

6. Qualifications of Teachers are the same as Day Trade Preparatory Tea-
chers.
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Part IV

Adult Pre-Employment Programs

Vocational Objectives

These classes are for persons over 18 years of age who are interested in
pursuing training for a trade or industrial occupation. Students enrolled
in these classes prepare themselves to become craftsmen in basically the
same trades as those offered in the high school program.

Specific Standards and Requirements

1. A1l programs of adult pre-employment training shall be developed and
operated in consultation with a representative advisory committee.

2. Will be designed to fit individuals for gainful employment in trade
and industrial occupations with instruction directly related to the
occupation for which the training is being given.

3. Type C classes may be organized for persons over 18 years of age or
those who have legally left the full-time school.

4. Such classes may be operated for less than nine months per year, for
less than 30 hours a week, and without the requirement that a minimum
of 50% of the school time must be given to shop work on a useful or
productive basis.

5. Vocational pre-employment classes can be scheduled to meet at any hour
of the day which suits the needs of the adults who are interested in
obtaining training. A pre-employment class must meet for a minimum
of six hours per week. The number of hours of attendance per week
should be the maximum number of hours the enrollees can attend in
order that they can be placed on the job as soon as possible. The
following illustration indicates the flexibility in training: If a
class is scheduled for the minimum number of hours, the schedule may
be set up as follows;

a. Two hours per day for three days in the week.
b. Three hours per day for two days per week .
c. Six hours per day for one day in the week.

6. This is a special type of day pre-employment trade training which may
be provided irrespective of whether or not the persons enrolled are
employed. Such training may be offered for any length of time.

7. Classrooms, libraries, shop, laboratories, and other facilities (in-
cluding instructional equipment, supplies, teaching aids and other
materials) will be adequate in supply and quality to enable those who ¢
are to be trained to meet the occupational objective for which the
training is intended.

8. Class size shouid have a minimum of 10 students and should not exceed
a maximum of 20 students to insure individual instruction and a maxi- |
mum learning climate. :
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l - II. Evening Trade Extension Classes (Supplementary)

A. Vocational Objective:
These classes are for employed workers who wish to increase their skills

and enroll in a trade and industrial occupation in which they are present-
ly, or have been, engaged.

| B. Specific Standards and Requirements
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It is recommended that a representative advisory committee be utilize
when feasible to assist the training agency in matters concerning
curriculum and length and number of units to be taught.

Instruction in vocational supplemental programs must be supplemental
to the trade or occupation in which the persons enrolling are employe
or have had experience.

A supplemental program makes possible the opportunity for adults to
secure:

a. Supplemental instruction which adult workers require who have
accepted employment and find that, due to the demands of the job,
additional skills and/or knowledge are needed.

b. Supplemental instruction which adult workers require who have been
successfully employed but due to occupational change as a result
of new processes and developments, find their vocational skills
inadequate.

¢. Supplemental instruction which adult workers need who are at pre-
sent employed but are seeking to upgrade themselves in order to
prepare for promotion to the next level of employment in the same
~or allied occupations.

d. Supplemental instruction which adult workers need in order to de-
velop an understanding of personal, group and industrial relations
which may affect their daily performance.

e. Vocational supplemental classes may be scheduled to meet at any
hour of the day or night outside of the regular working hours of
those in class.

Evening classes may enroll only workers sixteen years of age and over
who are employed in a trade and industrial occupation.

Instruction must be confined to that which is supplemental to the
daily employment of those enrolled.

To‘be considered supplemental to daily employment, the instruction
must be such as to increase the skill or knowledge of the worker in
a trade or industrial occupation in which the person is employed.

Most vocational supplemental classes are scheduled to meet one night
per week for two to three hours, or two nights per week for two hours
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A.

Yocational supplemental classes should be housed in Tocations most
suitable for effective instruction. Where adequate physical facili-
ties are not available in the school, classes can be held in any
acceptable facilities in the community.

Class size should have a minimum of 10 students and should not exceed
a maximum of 20 students to insure individual instruction and a maxi-
mum learning climate.

Apprenticeship Program

Vocational Objectives

The vocational apprenticeship class 1is designed for youth and young adults
who are employed full-time in a trade and industrial occupation as appren-
tices and who are interested in securing related trade technology to in-
crease their efficiency on the job.

Specific Standards and Requirements

1.

o

The local Joint Apprenticeship Committee shall be recognized as a craft
advisory committee. This committee will assist in keeping the instruc-
tion geared to industrial practices.

Each specific apprenticeship program will develop a plan for a train-
ing outline by:

a. Personal contact with craft joint apprenticeship committee and
specialists within the occupational field.

b. Analysis of available organized courses of instruction. Current
service manuals, texts, and operational sheets form one valuable
source of information. |

c. Observation of operating practices with the trade or occupation.

Courses should be organized for a minimum of 144 hours per year when
possible.

The apprentice class may be scheduled at any convenient time. Sug-
gested plans are:

Four or more hours weekly during the regular work day.

Classes for four hours any evening or on Saturday morning.

Classes two nights a week, two hours per night.

Classes for a full eight-hour day every two weeks. (Local schools
should consider the type of schedule which best meets the needs
of the apprentice.)

aonooo

Apprentices must be employed in or under a bona fide apprenticeship.

L

Those enrolling shall be 16 years of age or over.

Those enrolled shall not be in any other full-time educational program.




8.

10.

11.

12.

13.

Exception: When the total number of apprentices in a particular trade,
in an area under the jurisdiction of a local joint apprenticeship

commi ttee is less than ten, apprentices in two or more trades may be
combined in a class, providing that it is the opinion of the joint
apprenticeship committee that instruction materials in the form of
textbooks , workbooks and reference materials are available, which will
provide acceptable instruction on an individual or group basis.

Examples:

General or essential mathematics
Mechanical drawing

Blueprint reading

Welding |
Employment regulations and benefits

oo ow

(1) social security

(2) industrial insurance

(3) unemployment benefits
(4) rehabilitation, etc.

When the total number of individual or combined apprentices in an area
under the jurisdiction of one or more local joint apprenticeship com-
mittees is less than ten, recommendations may be made through the Tocal
board of education to the State Board of Education for establishing
classes to meet in a central location for less than 144 hours per year
providing acceptabie correspondence courses may be obtained and the
instruction is given by a certified instructor with out-of-class assign-
ments being carried out which will equal or exceed the 144 hours of j
instruction provided in regular classroom attendance.

In areas where it is not considered feasible to conduct classes for
apprentices, the local joint apprenticeship committee may request that
correspondence courses be provided for individual apprentices by the
State Department of Education, Vocational Education Division. Appren-
tices enrolled in correspondence courses shall be under the direct
supervision of the State Supervisor of Trade and Industrial Education,
who shall make periodic reports to the appropriate Tocal joint appren-
ticeship committees in regard to the progress being made by each indi-
vidual apprentice.

Local school authorities, with the advice and counsel of craft commit-
tees, should determine if the school facilities are adequate for the
training requested. If school facilities are not available or ade-
quate, other facilities should be considered. .

Training in the manipulative skills on the job eliminates thé necessity
for extensive shops. A classroom suitably equipped with demonstration
facilities should serve the needs of most trades.

Shop equipment may be necessary for some of the trades to provide
additional manipulative skills which can best and most economically be
taught in a related class. Where schools do not have adequate equip-
ment, other facilities may be used.
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14. The general policy is to conduct classes with a minimum of ten and a
maximum of twenty students for each specific trade.

IV. Procedures for Establishing Adult Programs:

A. Advisory Committees:
When the need for a specific class has been established, a craft committee
should be organized to assist in determining the scope of instruction, the
development of the course outline and a selection of the teachers.

B. Application:
The Tocal school administrator must make application for approval for
reimbursement on a proper form, with course outline attached, to the trade
! and industrial section of the State Department of Education.

C. Instructors:
A competent, qualified instructor must be employed.

D. Starting of Class:
When approval is given for reimbursement, the class may start.

E. Reports:
Initial, final and other reports may be required by the State Department

of Education as a basis for reimbursement.

———
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V. Special Provisions Regarding Industrial Plant Training

| A. Facilities:
) If the local school cannot provide the physical facilities, in-plant train-

ing may be done in a non-production area of the plant acceptable to the
local school.

B. Supervision:
A11 industrial plant training shall be conducted under the supervision of
the county school board or public educational agency sponsoring training.

C. Advisory Committees:
A11 industrial plant training shall be based on recommendations of the

representative advisory committee.

| D. Training Areas:
5 Training shall be conducted only in those occupations requiring sufficient

‘ skill as to make it impractica1épr impossible for the employer to train
I the worker in the normal pre-preduction period of employment.
‘; Part V

I. Fire Service Training Program
| | A. Supervision
| The fireman training program i$ under the direct supervision of the State
] Supervisor of Trade and Industrial Education. -

B. Specific Standards and Requirements:
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1. One full-time instructor is employed in the program. His duties and
responsibilities are:

a. To organize, establish and supervise Tocal and statewide fireman

training programs for members and officers of fire departments in
the state.

b. To conduct evening school classes on the Tocal levei where it is
not feasible to conduct them on a county or area Tlevel.

c. To cooperate with the State Supervisor of Trade and Industrial Ed-
ucation in:

(1) organizing and conducting conferences and/or workshops.

(2) establishing training centers.

(3) recruit, train and supervise part-time instructors as needed
to carry firemen training to all parts of the State.

2. The following collateral responsibilities are considered to be an
integral and necessary part of the program:

a. Promote fire prevention activities at the departmental, municipal,
and state levels.

b. Furnish consulting service regarding fire protection to public
officials upon request.

c. Sponsor and conduct annual Senior Fire Officers' Conferences and
command schools.

d. Cooperate with state, municipal and other agencies in matters
relative to 1ife and fire safety.

e. To prepare course outlines and instructional material for use in
the training program at all levels of instruction, and for distri-
bution to all geographical areas cof the state.

Part VI

I. Teacher-Educator, Trade and Industrial Education

A.

Duties

The teacher-educator shall be responsible to the State Supervisor, Trade
and Industrial Education, for carrying out a program of pre-service and
in-service teacher education that will prepare persons to qualify for
initial employment as a trade and industrial teacher and to up-grade
employed trade and industrial teachers.

Education and Experience
The teacher-educator shall meet the same qualifications as specified for
the State Supervisor, Trade and Industrial Education.

Other Agencies or Institutions
When teacher training is provided by an agency or institution other than

¢
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the State Board, a cooperative written agreement shall be developed be-
tween the agency or institution providing such training and the State Board.
The written agreement shall describe the program for teacher-training and
shall include policies and procedures which the State Board and the agency
or institution agree to uti?ize in evaluating the effectiveness of the

teacher-training program. Other factors to be included in the cooperative
agreement include:

Qualifications of personnel

Adequacy of instructional facilities

Provisions for physical arrangements

Provisions for both in-service and pre-service teacher-education
Provisions for research and studies, and

. Provisions for secretarial and other technical assistance.

oL N

The agreement shall be reviewed and approved by the Executive Officer,
State Director, and State Supervisor concerned. Revision and/or renewal
of agreements will follow the same procedure as initial agreements. A1l
agreements shall be reviewed annually. The policy of the State Board is
to permit members of its staff when appropriate to conduct teacher
training. It is also the policy of the State Board to permit qualified

personnel under approval of the State Board through its staff to conduct
teacher training. '

D. Supervision and Evaluation

Annual evaluation will be made by the State Board staff to determine whether
the standards prescribed by the State Plan and performance obligations
contained in the contracts and/or agreements are being maintained.

Part VII

I. Persons With Special Needs

A. Areas of Instruction

1. Special classes offering intensive, modified, or upgraded schedules
may be organized full-time for those persons who have academic, socio-
economic, or other handicaps that prevent them from succeeding in the
regular vocational program.

B, Organization

1. Instruction designed for persuns whose occupational goals also require
competencies developed through other vocational programs shall be
organized:

a. Under plans A or B, or
b. As demonstration projects, or

¢c. MAs a separate class taught by a teacher-coordinator or special
purpose teacher.

C. Program Approval

1. Approval from the State Board for Vocational Education for each special
class must be received by each school offering such programs.
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D. instruction

1. A person may instruct a special class for persons with educational,
socio-economic or other handicaps who is a recognized authority on
his subject as determined by the State Board for Vocational Education.

Part VIII
I. Plan For Reimbursement For Day And Evening School Classes
A. Reimbursement (See Reimbursement Policies Section)

1. The State Board of Education will reimburse local schools for a por-
tion of the instructor's salary for teaching approved day and/or
evening school classes.

2. The amount of reimbursement for each type of class will be determined

at the beginning of each fiscal year in accordance with appropriations
made on the federal and state level for trade and industrial education.

121




SECTION IX

VOCATIONAL GUIDANCE

Introduction

In our dynamic economy and social structure, work and preparation for
1qdiv1dua1 competency is increasingly critical for nearly all indiyiduals.
With 22,000 jobs documented in the Dictionary of Occupational Titles, along with
emerging and other jobs not yet classified, the choice of occupations for youth
gnd adults is extremely complex. It has been estimated that 90 percent of the
jobs in today's society do not require a baccalaureate degree. It is with these

jobs that vocational and technical education is concerned.

To assist youth and adults in making occupational choices, identifying
opportunities or preparing for gainfui employment, the role of vocational guid-
ance must be strengthened. Vocational guidance, along with vocational education,
needs to relate more effectively to vocational development through preparatory
or collateral experiences. Involved is a distinction between vocational educa-
tion in the restricted institutional sense and the preparation for occupations
wherever possible. If vocational guidance is to have an iicreasing impact on
the vocational aspects of guidance and counseling, leadership and other resources
must be allocated commensurate with the desired impact.

Authority

Vocational education has broad authority and vesponsibility for the
vocational aspects of guidance resulting from the Vocational Education Acts, and
more particularly the Vocational Education Act of 1963. Rules and regulations

pertaining to the latter Act specifies that:

"The State Plan shall provide for such vocational guidance and counseling
personnel and services as are required by the program of instruction and describe
such provisions on both the State and local level with information on the types
of expenditures to be included and the standards and requirements of vocational
guidance and counseling services which are designed to ?1) identify and encourage
the enrollmen: of individuals needing vocational education, (2) provide the
individuals with the information necessary for realistic vocational pianning,

(3) assist them while pursuing the plan, (4) aid them in vocational placement,
and (5) conduct follow-up procedures to determine the effectiveness of the vo-
cational instruction and guidance and counseling programs.

"The State Plan shall provide that the State Board maintain an adequate
staff to (1) develop, secure, and distribute occupaticnal information; (2) pro-
vide consultative services concerning the vocational aspects of guidance; and
(3) give leadership to the promotion and supervision of better vocational guid-
ance services at the local level. In carrying out these resporsibiiities, the
State Board shall utilize the resources of the State Employment Service pursuant
to the cooperative arrangements provided in paragraph 104.7 of the Federai Rules

and Regulations." ,

The State Board has provided occupational information and vocational
guidance to assist local educational agencies establish and maintain vocational
guidance services that are designed to promote, maintain and develop the
vocational aspects of guidance and pupil personnel services in the public schools
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of Nevada. More specifically, the vocational guidance services are available
to county school districts for the following broad purposes:

1. Promote the initiation and/or improvement of the vocational aspects of guid-
ance services programs to serve secondary school students and adults;

2. MAs¢ist local schools in establishing, improving and extending guidance
services; ’

3. Promote and develop pre-szrvice and in-service training of guidance services
' personnel ;

4. Provide consultative services to local school officials;

5. Organize and direct research projects designed to evaluate progress, determine

needs, and provide information pertinent to the vocational acpects of guidance; ?

6. Develop a continuity of effort in the vocational aspects of guidance;
7. Develop, publish and distribute professional guidance materials;

8. Stimulate professional improvement of personnel engaged in the vocational
aspects of guidance;

9. Evaluate the results of guidance and pupil personnel programs.

Qualifications for Vocational Guidance Counselors

Personnel selected as vocational guidance counseiors need to have special
competencies in the vocational aspects of guidance, be very familiar with the
world of work, and ‘meet qualifications as specified in the Vocational-Technical
Certification Section of this manual.

Assignment of Vocational Guidance Ccunselors

It 1s recommended that at least one guidance counselor on the staff of
each comprehensive high school be specifically assigned to vocational guidance.

Duties of Counselors in Serving the
Vocational Aspects 6f Guidawce Services

Full-time and part-time counselors shall provide the following services
to in-school and out-of-school groups:

1. Supervise the development and interpretation of the individual inventory.

2. Secure, prepare and utilize educational and occupational information.

3. Provide individual counseling services which meet reasorable standards with
respect to pupil-counselor load. (The recommended ratio is one hour per day
per 50 counselees.) ‘

4. Conduct follow-up studies of value to the individual, the school and the
community.
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12.

13.

14.
15.
16.

17.

Develop a systematic placement service appropriately coordinated with other
pub1ic agencies.

Estabiish and maintain relationships with other public agencies as referral
resources for students in need of special services.

Encourage teachers to utilize the guidance and pupil personriel services and
to participate in the development of the program.

Provide Teadership in identifying and studying vocational guidance problems.
Assist the teacher in analyzing problems as they relate to individual pupils.

Assist teachers in securing and utilizing occupational and ecucational infor-
mation related to their subject fields.

Conduct surveys and investigations within the guidance and pupil personnel
field.

Summarize student problems for curriculum adaptation.

Develop selection procedures and adapt work experience programs to individual
rieeds.

Evaluate the vocational guidance program.
Adapt guidance data to administrative uses.

Provide consultative service in the development and improvement of testing
programs.

Utilize the services of the other pupil personnel team members in a program
of guidance for all youth.

Services Provided by State Supervisor
of Guidance and Pupil Personnel Services

The State Board provides state Tevel supervisory and consultative

services to assist county school districts and public educational agencies in
establishing, maintaining and improving vocational guidance services. The State
Supervisor, Vocational Guidance, is availabl2 upon request. A program of in-
service training is also effected by the state level guidance and pupil personnel
services programs. The State Supervisor works cooperatively with the counselor
educator located at the University of Nevada. The services of this counselor
educator are utilized in providing in-service training in the county school
districts. Classes in guidance are also conducted at the school district level
to upgrade the professional competencies of local counselors.

Group Vocational Guidance Activities Eligible For Support
Under The Vocational Education Act of 1963

In addition to individual guidance services, such services may be made

available on a group basis to students who have indicated an interest in voca-
tional career objectives leading to gainful employment in occupations which are
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generally considered to be professional and do not require a baccalaureate degree.
(This avoids general application to all students.)

A group vocational guidance program should be comprehensive, including
an entire package of services. It should be an integral part of the total voca-
tional curriculum of the school which has offerings in five or more occupational
fields. The guidance programs may begin at any time in the post-elementary
grades and contain the following elements:

Occupational information

Self-appraisal

Orientation to the field of work

Exploratory experiences in a broad occupational spectrum

(at Teast 20 occupational fields)

Individual student records should be maintained and made available
to the vocational educator who can translate these guidance results
into a meaningful educational experience for each person.

(9] 2w~

It is recognized that laboratory experiences, field trips, audio-visual
and other equipment may be required to conduct this program. Costs related to
these activities or equipment purchases may be considered allowable expenditures,
if they are specifically related to the guidance needs of individuals and approved
by the State Board through its staff.

Where vocational shops and laboratories exist, these should be utilized
rather than establishing new facilities.

Federal funds to aid salartes of professionai personnel, who conduct
such group vocational guidance programs, should be based on the qualifications
for such personnel as contained in the Vocational-Technical Certification
Requirements.

Group vocational guidance programs must be clearly occupationally
oriented, thereby being differentiated from practical arts, industrial arts, or
other forms of general education.

Group vocational guidance programs will be eligible for support only if
every enrollee has opportunity to receive subsequent vocational education related
to his chosen career objective. This is to insure that each student will have
an appropriate vocational education opportunity, should he seek such enrollment.

To broaden the vocational education opportunities which persons may be
afforded after receiving the benefit of guidance, consideration should be given
to cooperative education or other work experience possibilities and the use of
311 vocational education opportunities within a school district.

Evaluation of Vocational Guidance Programs

The following services should be provided for youth and adults through
a well organized vocational guidance program in a county school district or other
educational agency that gives occupational training for the purpose of gainful
employment. These services as enumerated can serve as a criterion in determining
whether a local guidance program is serving adequately.
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1. Vocational and technical education has a shared responsibility with the total
guidance and education system to provide all youth and adults with informa-

tion and other guidance and counseling services necessary for realistic
vocational planning.

2. Authority is sufficiently broad to encourage the providing of services,
leadership, and financial help at any age level,relating to the vocational
aspects of guidance. Such services should be planned and implemented in
concert with other administrative and funding units.

3. A wide range of guidance and related services should be provided to assist
in the jdentification and development of the vocationally significant
characteristics of youth and adults who can profit from vocational education
programs.

4. Guidance services should be a positive influence on the development of sounA
programs that will help to prepare individuals for suitable employment.

5. Vocational education has a share in the responsibility for providing
specially selected and adapted guidance and counseling services hecessary
to assure success of those with varicus types of handicaps which may or are
1ikely to impede progress in vocational development and preparation.

6. Guidance services should be provided which will make all students aware of
the broad range of occupations and of vocational education opportunities at
the various levels.

7. A1l secondary and post-secondary enrollees, including every vocational edu-
cation enrollee, should have access to placement services and vocational
counseling throughout their secondary and post-secondary school programs
and initial period of adjustment to job entry. Preparatory training, job
placement, and follow-up services should be of such quality as to demonstrate
that vocational education is sufficiently worthwhile to warrant its appli-
cation in upgrading, retraining, or adjusting to the changing nature of the
world of work.

8. Counselors should help relate school programs to the world of employment
through contacts with both students and employers as well as with faculty
and administration.

Memorandum of Agreement Covering Cooperative Action
in Planning and Use of Vocational Guidance Services
and Employment Placement Services of the Cooperating

Agencies

A requirement of the Vocational Education Act of 1963 involves a co-
operative arrangement between the State Board for Vocational Education and the
State Employment Security Department that has a direct bearing upon county
school district programs of vocational guidance and vocational education. The
following agreement entered into between the State Superintendent of Public
Instruction as Executive Officer of the State Board for Vocational Education,
and the Executive Director of the State Employment Security Department is
gquoted as follows:
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"THE STATE BOARD FOR VOCATIONAL EDUCATION AND THE EMPLOYMENT SECURITY DEPARTMENT
agree as foliows:

ARTICLE 1 Responsibilitjes and Obligations of the State Doard for Vocational
Education:

A. The State Board, through its cooperating local educational agencies will
arrange to provide information to the applicable public employment offices
on the types of courses availabie, where given Tength, starting dates, and
other factors necessary in counseling and in referring applicants to Toc3l
vocational education programs.

B. The State Board shall carefully analyze and use occupational information data
obtained from the Employment Security Department in implementing and adjust-
ing vocational and technical training programs to meet the educational and
training needs to the State.

C. The State Board shall assume its major responsibility for the conduct of pro-
grams of wocational and technical training and guidance and counseling, grow-
ing out of school activities.

D. The State Board, through its cooperating local education agencies, shall
inform applicable employment service offices of vocational training programs
to be implemented and accept qualified referrals into training programs that
are consistent with their interests and aptitudes.

E. The State Board, through its cooperating local educational agencies, will
arrange for the referral of school dropouts and graduates (for whom place-
ment has not already been arranged) to the public employment offices for
counseling and placement services. Pertinent information which is not con-
fidential about such individuals seeking employment will be provided to the
public employment offices.

ARTICLE II Responsibilities and Obligations of the Employment Security Department:

A. The State employment offices will arrange for counseling, testing, and place-
ment services to school dropouts, those who have completed training, and others
needing training and retraining to assist them in obtaining suitable employment.

B. The State Employment Security Department shall make provisions for local em-
ployment offices to furnish the State Board and local educational agencies
with available occupational information of value in determining training pro-
gram reeds and in the conduct of vocational guidance and counseling programs.

C. The State public employment offices will arrange for referral of applicants
from their files to public vocational education programs for training consist-
ent with their interest and aptitudes.

ARTICLE III The State Board for Vocational Education and the State Employment
Security Department shall jointly:

A. Plan cooperatively any specific labor market study deemed necessary by the
State Board for the over-all improvement of vocational and technical education.
Such cooperative planning shall include content of the study and the financial
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Tiability to be borne by the State Board.

B. To avoid unnecessary duplication, a general principle is agreed to the effect
that up to the time a student leaves school, the school should assume primary
responsibility for the student, with the employment service serving as a re-
source agency. After a student leaves school, or is about to Teave school,
the employment service may ba considered to be the responsible agency with
the school used as a resource agency.

This agreement is effective September 3C, 1964 and will be renewed annually. Any
portion of this agreement is subject to study and amendment by mutual consent.”

Physical Facilities

The physical facilities should include a private office for guidance
services, adequate equipment, materials and storage space.

It is recommended that the pupil personnel area include private counseling
rooms, testing area, small group conference rooms, reception area, clerical ser-
vices area, space for cumulative files, and also space for the information service
files of occupational, educational and social information.

Reimbursement Policies

See section entitled Reimbursement Policies.
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SECTION X

REIMBURSEMENT POLICIES

The State Board will allocate vocational education funds to county school
districts and public educational agencies to assist in the development and mainte-
nance of vocational-tecinical education programs which meet the standards, provi-
sions, requirements, and purposes contained in the State Plan for Vocational Edu-
cation, the Vocational Education Acts, State laws, and Federal and State rules
and regulations, and policies pertaining to vocational education.

In accordance with the provisions of Section 5 (a) (2) of the 1963 Vocation-
al Education Act, Federal funds made available under this part will be so used as
to suppiement, and, to the extent practicable, incirease amounts of State or local
funds that would, in the absence of the Federal funds, be made available for the
uses set forth in Section 4 (a) and in no case supplant such State or Tocal funds.

Allocations Fcr approved vocational-technical education programs and classes
are dependent upon Federal and State funds available to the State Board. Reim-
bursement policies may be changed by Board action to achieve the most overall bene-
ficial use of available funds in the development of vocationai-technical education
in Nevada. Reimbursements are based upon a program or class application, approval
of the application, and a final report with supporting invoices and/or back-tp
data that shows the instruction or activity has been carried out as originally ap-
proved.

Under exceptional circumstances as deemed essential by the Assistant Super-
intendent, Vocationazi-Technical Education, a variance in the reimbursement for an
individual program or class may be granted when such program, class or activity
contributes to the developmental objective of vocational-technical education and
could not be financed through the general policies estabiished herein.

The source of funds and Federal rules and regulations applied to different
appropriations necessitates varying policies in some vocational programs. As an
example, vocational home economics education for useful employment in the home has
Timitations placed upon the Federal allotment for this program; consequently, the
reimbursement that can be granted must of necessity fall within the allotment made
available to the State. Likewise, the special appropriation made under provisions
of the Nevada State Legislature, Fifty-fourth Session, Assembly Bill 415, effec-
tive for the fiscal year beginning July 1, 1967, specifies the matching provision
and programs approved from this appropriation will vary from the regular vocational
education reimbursement policy.

The following are reimbursement policies effective July 1, 1967:

I. High School Vocational Preparatory Programs:
(Vocational Agriculture; Trade and Industrial; Distribution and Marketing;
Technical Education; Vecational Business and Office Education; Health
Occupations; and Home Economics for gainful employment)

A. Regular High School Vocational-Technical Programs




1. Instructional salaries

Full-time teacher....cceeeesnseneocans $250.00 per month
Three-fourths (3/4) time teacher..... $188.00 per month
Two-thirds (2/3) time teacher........ $167.00 per month
One-half (1/2) time teacher.......... $125.00 per month

Reimbursement for part-time approved vocational-technical education
programs that may be less than half-time will be prorated on the
basis of the time devoted to vocational instruction.

The normal class schedule of the school where vocational programs
are ¢ nducted or six hours of scheduled teacher time (including vo-
cati. al planning, supervision or coordinating time) shall be the

basis for determining proration.
B. Summer School and Extended Day-School Programs

1. If the teacher is employed to teach a summer school vocational
program, the same monthly basis of reimbursement as in (A) above

will apply.

2. Reimbursement for teachers employed on an extended day-school
program beyond the normal six-hour school day, reimbursement
shall be based on the actual amount of vocational teaching time
prorated on the basis of six hours being considered as full time
with $250 per month considered as the maximum reimbursement.

II. High School Vocational Home Economics Programs
Tfor useful employment in the home)

A. Instructional salaries

. Full-time teacher.ccoeeceececanns ceeens ... $80.00 per month
Three-fourths (3/4) time teacher.......... $60.00 per month
Two-thirds (2/3) time teacher............. $53.00 per month
One-half (1/2) time teacher....eeeveveeens $40.00 per month

Reimbursement for part-time vocational home economics programs under
this section that may be less than one-half (1/2) time shall be pro-
rated on the basis of the instructional time devoted to vocational

home economics.

111. Adult Vocational-Technical Education Programs and Classes

A. Adult supplementary vocatijonal-technical classes

l

|

E
Reimburse fifty percent (50%) of the instructional salary but the
reimbursement will not exceed $3.00 per hour.
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B. Apprentice related instruction

Reimburse seventy-five percent (75%) of the instructional salary
but the reimbursement will not exceed $4.50 per hour.

C. Health occupations (full-time aduli preparatory)

Reimburse seventy-five percent (75%) of the instructional salary
but the reimbursement will not exceed $4.50 per hour,

When the instructor is employed on an annual contract basis, the
reimbursement will not exceed seventy-five percent (75%) of the
instructor-coordinator salary for a full-time program when the salary
does not exceed $8000 per annum.

IV. Post-Secondary (Full-time)

Reimbursement for instructional salaries will be negotiated with the

institution that provides the instruction, but such reimbursement will

not exceed fifty percent (50%). In certificate type programs, reimburse-

ment shall be fifty percent (50%) of the salary of a qualified full-time
instructor. A full-time instructor will be considered as one teaching

no less than eighteen (18) hours of lecture and laboratory per week, In

the associate degree programs, reimbursement will be fifty percent (50%) |
of the salary of a qualified full-time instructor and the policies of the |
University of Nevada concerning full-time Toads will be applicable. |

Note: Post-secondary programs may be reimbursed on an overall project
basis with consideration given to all programs and reimbursable items in
the institution providing the instruction.

l

|

! V. .Ancillary Services Including Supevrvision, Teacher-Fducation..and
Vocational Guidance

Reimburse fifty percent (50%) of the salary for the time devoted to the
approved vocational activity with a Timitation for reimbursement purposes
set at $12,000. Whenever the salary of an approved vocational adminis-
trator, supervisor, teacher-educator, or vocational guidance counselor
exceeds $12,000, the vocational reimbursement will be limited to fifty
percent (50%) of $12,000.

VI. JIravel
A. In-district travel

Reimburse fifty percent (50%) of the approved in-district travel
when such travel does not exceed the State statutory rate of 10 cents

per mile,

Reimburse fifty percent (50%) of approved travel costs.
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VII. In-Service Training Conference Travel

Reimburse so as not to exceed $12 per diem, plus transportation costs

based upon round-trip, tax exempt bus fare (where bus service is available);
otherwise, transportation is based upon mileage at the State statutory

rate to and from the nearest bus route, then round-trip bus fare from | 1

that point.

VIII. Instructional Equipment and Supplies

Reimbursement shall be fifty percent (50%) of the approved instructional ;
equipment and supplies. .
1

IX. Area Vocational-Technical School Construction

Reimburse in accordance with availability of funds but not to exceed .
fifty (50%) of the approved construction project. '

X. Assembly Bill 415 - Special Appropriation for Secondary Vocational ;i
Tducation and Special Needs Programs '

Reimburse fifty percent (50%) of approved project.

e

\" VR ey
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SECTION XI

OCCUPATIONAL CLASSIFICATION

AND TAXONOMY
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SECTION XiI

APPLICATION AND REPORTING FORMS
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DIRECTIONS FOR COMPLETION OF FOLLOW-UP FORM VED-h

This form is concerned with a follow-up of the regular full-time day school
programs only. Report due December 1, each year.

Columns 10-14 - Report Occupational Status as of October 15 of the current
calendar year.

Column 4 - Total Number Completed Program Requirements - Report the number of
students who successfully completed the vocational instructional program require-
ments and graduated from high school or post-high school during fiscal year
covered by this report. Also include students that completed vocational program
requirements and left school at the end of the school year, without graduating.
Include completions recognized by certificate award.

Column 5 - Number Status Unknown - Report number status unknown.

Column 6 - Entered Armed Forces - Indicate the number of students reported in
Column 4 that entered the Armed Forces.

Column 7 - Continued Full-Time School - Indicate the number of students that
continued full-time school, post-secondary, all types.

Column 8 - Other Reasons not in Labor Force - Indicate the number of students
not in Labor Force due to death, illness or choice.

Column 9 - Number Employed and/or Available - Add Columns 5, 6, 7 and 8 and
subtract from figures in Column 4.

Column 10 - Employed Full-Time - Occupation Trained - Report number entered
occupation trained on a full-time basis. Full-time basis means working the
number of hours per week considered a normal work week in the particular
business or industry.

Column 11 - Employed Full-Time - Related Occupation - Report number that were
employed full-time, in an occupation in which successful entry and performance
are dependent on skills and/or competencies learned in the Vocational Educatiocn
Instructional Program concerned.

Column 13 - Number in Labor Force - Employed Part-Time - Report number employed

less than the normal work week for the business or industry in which they are employed.
Include all partitime employment in occupation trained, related occupation, and

any other occupation.

Column 14 - Number Unemployed (Seeking Work) - Report number not working but
are seeking employment.

Column 15 - Left Prior to Normal Completion Time With Marketable Skills - Report
the number of students who have left the instructional occupational program
before completion (dropouts) and are employed full-time in job trained or a job
related to the occupational Program. (These students are not to be reported in
Columns U=ll,)

NOTE: Every student reported in Column S should be accounted for in Columns 10,
11, 12, 13 and 1.
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GENERAL INSTRUCTIONS

Upon termination of the approved program the original white copy of VED-2 is attached to
the original white copy of VED-1 and sent to the State office. Submit one clear copy of

each paid invoice for the purchases made.

VED-2 will not be used unless a school district is requesting assistance for items in

addition to instructional salaries or is utilizing items other than salary as the local
matching funds.

Item 1. Major Eguipment

List all equipment costing over $100. This equipment must be carried on inven-
tory and clearly marked as having been purchased with Federal funds.

Item 2. Minor Equipment and Supplies

List items having a unit cost of less than $100.

Item 3. Travel

List all travel (in-district and out-of-district) in addition to approved in-
district travel necessary for teachers or teacher-coordinators that is essential
for the success of the vocational program being conducted.

Example - (Teacher-Coordinator) In-district Travel:
Tax Exempt Fare

Néme Travel To (or Mileage) Subsistence
John Jones Distributive Ed. 500 miles @
Coordination .08 per mile None

(Reno area)
TOTAL $ 40.00

Note: When final report is made please submit warrant number and amount for
travel claimed.

Item 4. Other Allowable Expenses

List all other allowable items to be used for the vocational program being
conducted.

Note:  Paid invoices will be submitted when completing section 26 (Final Report) of
VED-1. One clear copy of each paid invoice is needed.
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- VED.2 (REV) 367

Complete 5 copies and send
all copies to State office for
approval.

NEVADA STATE BOARD FOR VOCATIONAL EDUCATION

Vocational-Technical and Adult Education Division
State Department of Education
Carson City, Nevada 89701

Additional Instructions
on Back

NAME OF EDUCATIONAL AGENCY

STATE USE ONLY

Contract or
Project No. . . -.

Date — .« -

Original 0 Revision I]

1. MAJOR EQUIPMENT

ltem Quantity Unit Cost
2. MINOR EQUIPMENT AND SUPPLIES

Item Quantity Unit Cost
3. IRAVEL Tax Exempt Fare

Name Travel To (or Mileage)
4. OTHER ALLOWABLE EXPENSES

ltem Quantity Cost

Totol Co st

TOTAL $

Total Cost

TOTAL $

Subsistence

TOTAL $

TOTAL §
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eneral

This form is used as an application for vocational ed-
ucation program approval and 8 basis for reimbursement of
Federal and State funds. It supersedes previous editions of
VED-1, Tech. Ed. 1, and VEA'63 project forms. It will serve
as a final report on an approved program. One set of forms
needs to be completed for each person employed in an ap-
proved program, course, Or course in a sequence of courses.
Whenever reimbursement approval concerns instructional or
supervisory salary only, the form Is complete within itself
and requires no attachment. See Item 18 concerning applica~
 tion for reimbursement on equipment, supplies, travel and
other allowable items.

Form Distribution (VED-1 and VED=2)

This form is prepared on ''no carbon required' paper in
sets of 5 (2 white, 1 blue, 1 pink, and | yellow).

Complete the application and return all s copies to
State office. When the program is approved, the original
and duplicate white copies and the blue copy will be re=
turned to the appiying educational agency. The pink copy is
' retained in the Vocational-Technical Division for use of
' the program supervisor. The yellow copy is forwarded to the
Department of Education accounting office, Upon termination
of the approved program, the Final Report section will be
completed on the original white copy and returned to the
State office. This serves as a claim for reimbursement,

If successful operation of an approved program neces=

sitates a partial reimbursement, complete Items 25 and 26

 as applicable in the Final Report section on the duplicate
i
l

white copy covering the period for the partial reimburse-
ment, and return the duplicate white copy as a request for
reimbursement. On completion of the program, the original
white copy will be filled in for the remaining portion of
the program and returned to the State office.

If a partial advance payment is required, check in
' Jtem 19 and indicate in ltem 26 the purpose and amount of
~ advance funds requested on the duplicate white copy. The
 entire Final Report section on the original white copy must
~ be returned at the termination of the program.

Specific Instructions by ltem
| tem
1, 2, and 3. Complete as requested.
L. Program Location refers to the name of school or fa=-
cility, not street address.
5, Check (x) in the block following primary field of in-
| struction. Home Economics (Family) refers to programs
conducted in home economics for useful employment in
the home. Home Economics (Wages) refers to training
programs for gainful employment involving a wage-
earning occupation.
| 6. Preparatory means a program for students preparing to
enter an occupation.
Adult Supplementary means programs for out=of-school
youth or adults, normally of short duration, designed
to be supplementary to their daily employment.
Cooperative means a program whereby, through a coop=
era.ive arrangement between the school and an employeg
the student receives instruction in the school, and
on-the-job through part-time employment.
Apprentice means a program for a worker who is learn-
ing a recognized apprenticeable occupation in accor=
dance with a written apprentice training agreement,
7. Secondary means a program for 9 through 12th grade
students.
Post Secondary means a program for those over 16 years
of age who are secondary school graduates or who have
‘ otherwise left the full-time high school program and
are available for full-time study.
Adult means a program for those who have already en-
tered the labor market and who need tralning or re=
training to achieve .stabillty or advancement in em-
ployment.
Special Needs means a program for those who have aca-
demic, socio-economic, or other handicaps that prevent
them from succeeding in a regular vocational program,
Ancillary Services means programs of supervision, re=
search, or guidance designed to improve vocational-
technical education.
8. Type of School. Check the type of school which will
operate the program.
9, Indicate schedule date program will start and the

INSTRUCTIONS

planned date the program will be completed.
10, Indlcate in weeks the summer tenure of the teacher or

supervisor on this application when his work schedule
is not Included on an annual 12 months contract. Also
glve dates of extra summer employment,

11. Class and Time. List the complete schedule of the
teacher. Do not include passing time as part nf the
class time.

Indicate Enrollment by the number of male and female
students.

Under Grade Level, Indicate the grade in which the
students are enrolled. Adult classes should be indi-
cated with the letter "A',Classes designed for prr on,
with special needs, indicate with the letter "S'

DOT means the number of the occupation in the Dictio-
nary of Occupational Titles.

S1C means the number of the occupation in the Standard
Industrial Classification.

Note: DOT and SIC codes are included in the Policies
and Procedures Manual,

12. Indicate number of students shown in ltem 11 who are
also enrolled in a supporting vocational education
program.

For example, list the number of students enrolled in

an auto mechanics course who are also enrolled in an
office occupations course or a distributive education
course to supplement his auto mechanics objective.

13. If tuition or fees are collected from students in the
vocational program to cover partial costs of those
items where reimbursement is requested, indicate the
total amount to be collected. Write ''none'' if fees are
collected to cover overhead, administrative, or other
costs for which reimbursement is not requested.

14. Indicate whether the person whose name appears on this
application has a current Nevada vocational certifi-
cate,

16, For part-time and adult teachers to be paid on an
hourly rate, indicate the number of hours in the pro-
gram,

17. Give name of instructor or supervisor, and title,
Indicate the total contract salary. |If teacher is
teaching part-time vocational classes and part-time
nonvocational classes,indicate after Vocationa! Salary
the salary prorated for the vocational time. Give the
rate per hour for teachers paid on a clock hour basis.

18. Include only those items attributable to vocational-
technical program, e.g., vocational salary of tecacher
or supervisor, instructional equipment and supplies
budgeted for program, estimated cost of travel if re-
quired in program. Back-up data to this application
itemizing equipment, supplies, travel, must be in-
cluded on VED-2 and be attached to this applicatiun,
Programs involving only salary will not require VED-2,
When a program involves two or more teachers do not
duplicate equipment, etc. on each application, but do
make reference to application on which items are in-
cluded.

19, If a partial advance of funds s required, indicate
with an ''x't,

2L, Final Report -~ Complete at end of program. Record the

enrollment by grade level and by sex. In space shown
for total completions, indicate the number who satis=
factorily completed the course.
In multiple teacher programs, do not duplicate enroll-
ments but make sure enrollment is included on Final
Report of one teacher, and make a note or reference on
the other Final Reports.

25, Record total hours of instruction, the hourly rate
paid and total amount paid for those persons not paid
on an annual contract.

26. Include only those ltems approved on budget. Record
the invoice number, check number, and amount of check.
Items other than salaries must be complete in all
columns and one clear and legible copy of each paid
invoice attached to this document.

APPLICATIONS MUST BE SUBMITTED AND APPROVED PRIOR TO
COMMENC ING PROGRAM.,
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VOCATIONAL AND TECHNICAL EDUCATION FORMS

Instructions for filing VED-1 and VED-2 forms are contained on the
reverse side of the back sheet of each of these forms.

Applications for Vocational-Technical Education programs must be filed
and approved prior to the county school district or public educational agency
beginning the program or class. Applications for full-time programs are due
in the State office prior to July 1. Applications for adult supplementary
classes, part-time or summer school programs, are due in sufficient time prior
to the expected time the class starts in order to have the program or class

PROCEDURES FOR COMPLETING AND FILING 1
|
reviewed and approved. l

Care must be exercised in completing the application forms, making sure
that all entries are complete in order that the application may be evaluated. !
When the application has been received and approved, the county school district
or public educatiunal agency is then given the assurance that funds have been |
obligated according to the purposes proposed in the application. |

1
1

If the county school district or public educational agency should have
any difficulty in completing the application form, assistance may be obtained
upon request from the State office.




SECTION XIil

CERTIFICATION REQUIREMENTS

VOCATIONAL

TECHNICAL
ADULY
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